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PURPOSE OF THE STUDY 

1 



The Bureau of Vocational Education, Louisiana, State Department of 
Education was awarded a grant to make a study for the articulation of ' 
competency-based curricula for the coordination of selected vocatlonal- 
. technical education programs. The five\reas selected for study and 
development of competency-based curricula were: (1)' Air-conditioning/" 
Refrigeration, (2) Drafting, (3) Electronics, (4) Nursing, and (5) Office 
Occupations. 

A team of writers-worked during ^the Summer- of 1975 developing curricula 
p guides for teachers on the three institutional levels:^ Secondary, Post- 
Secondary, Vocational-Technical, ^nd Associate Degree programs on the" 
collegiate level. - '■ , ' 

' , > • , . 0 

J Currifulum-Writing Team Members 

Air-condi^ioninj^ /Refrigeration ; . 
fjobe^r^Jo^lmarcich^-Xhai™ 



Instructor, McNeese State University 
Lake Charles, Louisiana 

Nolan D. Simon, Instructor 
Baton Rouge Vocational-Technical School 
.Baton' Rougp, Louisiana ^ 

Willie Montgomery, Teacher 
Sulphur High School 
Sulphur, Louisiana 



Drafting ; 



Mrs. Marion M. Bridges, Chairman 

Instructor, Shteveaort-Bossier Vocational-Technical Center 
Shreveport, Louisiana 



Lowell Brown, Teacher 
Byrd High School 
Shr^eveport, Louisiana 
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H. L. Henry, Jr., Department; Head 
Itidustri^l Engineering an'd Computer Science 
Louisiana* Tech University • 
Ruston, Louisiana ^\ 



Electronics : 

•> 

Andrew JlcGowan, Chairman 

Instructor, Sowela Technical Institute • • ^ ^ 

Lake Charles, Louisiana - , 

Vernpn Hidalgo, Teacher^ 
Barbe High School ... 

Lake Charles, Louisiana * 

John W. House, Teacher y 
Sulphur High School 
Sulphur, Louisiana 

" Charles M. Stockwell i 
School of Engineering and Technology 
, * McNeese State University 
* Lake Charles, Louisiana ^ 



Nursing ; 

Mrs. Ruth Rachal, Chairman , \ , 

Instructor, Natchitoches Trade School 
* Natchitoches, Louisiana • 

Mrs ^ ^therine_ Crawford, Instructor , _ _ _ _ ^ 

"""ScfTobr^f" Nurs ing 

Northwestern State University 

Shreveport, Louisiana * 

Mrs. Louise B, Murphy, Instructor- 
Department of Nursing ^ 
Louisiana Tech University 
Ruston, Louisiana 

Mrs.^Billie Oglesby, Guidance Counselor and Nurse Educator 
^ Shreveport-Bossier Vocational-Technical Center " ^ 
Shreveport, Louisiana " • 



Office Occupations ; 

Mrs. Dolores Tucker, Chairman 
Instructor, Natchitoches Trade School 
Natchitoches, Louisiana 

V 
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Mrs. Sue Champion, Teacher'",^ 
Natchitoches-Central High School 
.Natchitoches, Louisiana ^ 

,Hrs. Dorothy Townsend,* 'reacher"^ 
Coushatta High School 
Coushatta, Louisiana 

Mrs. Betty Williams, Instructor 
Central ilrea Trade School 
Natchitoches , Louisiana 



•'. ' ' • r'eport of the articulation committee, 

^ , Th^Jlommittee on Office Occupations obtained job analyses frbm 
the State Civil Service Manual , Dictionary ^of Oecupational Titles , 
and ^various buain^s^ sources. I 
« 

• All tasks listed in the job analyses were used to develop 
terminal performance objectives- based on standards required on each 
j{)J)^as determined from information obtained from sources sucLas 
busi«nesses, textbooks-, and State Civil Service brochures*. 

The job analyses ar^ to be uVefl^S^ update the training for 
state, federal,* and business entry level positions after *the rele- 
vancy of the tasks and the validitsj^j of the performance objectives^ 
have been established* . • 

To establish the relevancy of the tasks- and the validity of 
the performance objectives, a questionnaire should be designed and 
mailed to state, federal, and business office employees and 
employers. separate questionnaire would be required for each 
job analysis, although some job similarities would necessitate 
using identical questions. 

After validating the tasks and perfonnan6e objectives, 
instructors wiil b^ ablQ to use the job analyses to develop the 
curriculum and materials to be used in training students for entry 
level positions. • 

- — ^ 

Articulation on the secondary and pos^-secpndar^ level would 
43^L^possible^as_tlie^-StMdents^on each level could train for entry 
level- or advance level positions according to EReir^nd±vidual — ^~ 
abilities and desires. Also, the training would transfer from the% 
secondary |to t;he post-secondary level so that students could begin 
at, thei* level of competency as established by appropriate testing. 

^Should students have to leave schbol before completing their 
chosen curriculum, the job analyses could be used to determine 
which eiitry level positions the students were qualified to obtain 
without additional training* School counselors could aid' the . 
instructors and students by becoming familiar with the job analyses 
and by using the job'analyses to counsel terminating students-. 

^' A sample lesfrning packet based on the Sales Clerk's job 
analysis waj developed by the Committee. Student and instructor • 
instructions are included in the packet. 

Office Occupations is definitely an a^ea in yhich training 
should be conducted using performance based objectives. All 
training in this area must be based ou current business standards 
to enable students to obtain, succeed, ajnd advance in their chosen 
vocations. 

vii 
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JOB: ORDER PICKER, WAREHOUS^N OR ^ STOCKMAN 

'GOA,L: The student will be abl^ to obtain,, succeed, and advance in 
an Order Picker, Waraltouseiqiah, or Stfi^ckraan's position* 



TASKS: 1. Selects items ordered from stock in warehouse. ^ 

2. Checks stock number name, and quantity againstforder 

\ form. ^ * . 

'3. Keeps records of. items removed^froir. **tlie warehouse. - 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURE^.: 

liOl Given a kit containing 10 requisition forms and •the 

stock nuiiiber of items in bins or on racks, the studenC 
will be able to locate each item with 98 percent / 
accuracy. ' ^ , 

* 2*01 Given a kit containing 10 requisition fbrms and items 
which have been selected from stock, tlie 'student'-will 
be able to^, check the stock number and quantity' of ^ 
' items ordered against the items which were selected, 

and verify, each item with 98 percent Accuracy. 
3.01 Given 10 stock requisition fotms which .have -been filled 
the student will be able to maintain a record of ia|r- • 
chandise removed from stock with '96 percent accuracy. 
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JOB: 
GOAL: 



CASHIER 



The student will be able to obtain, succeed, anl advanct; in 
>a Cashier's position, 

TASKS: 1. Receives payment and makes change. , 
2. *Rechecks or. computes bill. , 
' 3. Rings sale ort cash register. 

4. Reads and records details on cash register and verifies 
, against cas.h on hand. ' »^ . 

PERFORMANCE OBJECTIVES A^fc CRITERION-REFERENCED MEASURES: ' . 

1.01 Given 30 prepared bills, the student will make change 

in 15 minutes witlv 95 percent accuracy when given 

amounts greater than the 'bills, 
2.01 Given 30 prepared bills/ the student will use the cash 

register to recheck or compulse bills, in 15 Jiinutes with 

95 percent accuracy. , " 

3.01 Given 30 prepar^ bills, the student will ring sales on 

the cash register in 15 n^iuutes with 95 percent accuracy. 
4.01 At the end of the work period each day, using cash 

regis tet tape, currency, checks, and coins, the student 

will be^ible to verif/ cash on hand v(ith 100 percent 

accuracy ^ ^ * ' 
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JOB: SALES CLERK* 



GOAL: The student vlll be able to oht&ln, ^succeed, and advance 
in a Sales Cleric's position. 

TASKS: 1* Prepares cash and credit sales tickets* 

2, Receives payment for merchandise and makes change* 

3* Prepares credit memo forms* 

4* Stocks shelves* ' 

5* Wraps aci bags merchandise* 

6* Demonstrates positive attitudes toward co-workers 
and customers* 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED ^^SURES: 

1*01 Given 10 sales tickets of varied length, the student 
will be able to complete cash or credit sales tickets 
' in 30 minutes with 97 percent accuracy* 

2*01 Given 20 sales transactions, the student will make 
change in 15 minut-es with 95 percent accuracy when 
given amounts greater than the sales tickets* 

3*0L Given 10 credit memo forms covering different types of 
mejfchandise, the student will be able to complete the 
forms with 95 percent accuracy* 

4*01 Given instructor- and student-prepared materi-^ls, the 
student will demonstrate ability to stock shelves 
according to instructor-*-prepared instructions* 

5*01 Giyen a simulation kit with wrapping paper, bags, and 
merchandise, the, student will demonstrate ability to 
wrap and bag different types of merchandise according 
to instructions contained in the simulation kit* 

6*01 Given .5 instructor-prepared case histories concerning 
human relations, the student will analyze 4 of the 
case histories with 95 percent accuracy* 



* A sample learning packet baaed ^on the SaleS Clerk*s job analysis 
is included in this guide beginning on page 69. 

' 3 ^ ' 
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MIL CLERK 

t 

The Student will be able to obtain, succeed, and advance in 
a Mail Clerk^s position, i 

.1. Processes outgoing mail. 

2. Processes incoming mail. 

3. Forwards mail. " - a 

4. Handles specialized mail. 

5. Keeps postage meter record and uses postage meter. 

6. Uses U.S. Zip Code Directory and U.S. Postal Manual. 

7. Prepares parcels for mailing. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Givenc^30 pieces of outgoing mail, postage scale, U.S. 
Postal Manual, the student will be able to weigh items, 
mark correct and appropriate postage on each item, and 
deposib the item in the appropriate place in 60 minutes. 

1.02 Given 100 addressed envelopes, the student will be able 
to presort*by Zip Code, bundle and tie letters in 
quantities, labeling out of town, local, or specialized 
mail according to bulk mailing regulations in 60 
minutes with 100 percent accuracy. 

' 2.01 Given 30 pieces of .incoming mail and date stamp, the 
student will be able to open — except confidential or 
personal ---stamp, and sort in 30 minutes with 95 percent 
accuracy. 

3.01 Given 20 pieces of assorted mail, instructions as to 
which mail is to be forwardeld, forwarding addresses, 
the student will be able to readdress and process each 
appropriate piece of^mail in accordance with instructor^ 
directions" in 60 minutes with 95 percent accuracy. 

4.01 Given 30 pieces of specialized mail (special delivery, 
registered, certified, insured, CCD.), postage scale, 
and a U.S. Postal Manual, the student will be able to 
datermine the appropriate method of sending mail and 
determine postage and fees for each in 60 minutes with 
95 percent accuracy. 

5.01 .Given a postage meter, a postage meter record book, and 

50 pieces of varied mail each day, the student will be 
able to maintain the postage meter record for one week, 
making daily entries in the meter book with 100 percent 
accuracy. 

5.02 Gi\:£n 30 pieces of mail, a postage scale, and a postage 
^ meter, the student will be able to place correct amdunt 

of postage on each piece of mail in 30 minutes with 100 
percent accuracy. 

4 
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MATE CLERK Cont'd — - 

0 

I 6.01 Given 100 envelopes, addresses, and U.S. Zip Code 

Directory, the stjyijlent will be able to determine the 
Zip Code for each address in 50 minutes with 100 percent 
accuracy • 

7,01 Given 10 parcels to be prepared for mailing and a U.S. 
Postal Manual, the student will wrap and tie parcels, 
weigh and determine the correct postage in 50 minutes 
with 95 percent accuracy. 
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JOBr- STOCK-GL-ERK-— 

GOAL: -The student will be able no obtain^ succeed, and advance 
in a Stock Clerk's position. 

TASKS: 1. Accepts goods for storage from the receiving clerk and 
enters information .about goods received into the stock 
records. 

2. Stores goods in proper place in warehouse. 

3. Enters information on bin tickets. 

4. Releases stock from the stockroom upon receipt of a 
stock requisition. 

5. Takes physical or book inventory. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Given 20 stock record cards and a list of 100 items 

received, the student will complete the stock record 

cards with 96 percent accuracy. 
2.01 Given a master inventory list and 100 items received, 

the student will indicate where the items should^ be 

srtored with 96 percent accuracy. 
3.01 Given 20 bin tickets and 100. items to.be stored, the 

student will complete the bin tickets with 9& percent 

accuracy. 

4.01 Given a kit containing stock requisition forms, bin 
tickets, and stock record cards, the student will x 
demonstrate the ability to release stock from the 
stockroom with 96 percent accuracy. 

5,. 01 Given 20 stock records and an inventory form, the 

student will be able to complete the inventory form 
with 96 percent accuracy. 
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job: 



INVENTORY CtERK 



GOAL: The student will be able to obtain, succeed, and advance in 
an Inventory Clerk's position, 

TASKS: 1. Keeps records of amount, kind, and value of merchandise. 

2. Counts items in bins, on shelves, on racks, or in other 
storage areas. 

3. Keeps records of -goods received and goods shippejd* 

4. Prepares lists of merchandise and indicates which items 
are low. 

PERFORMANCE OBJECTIVES AIJD CRITERION-REFERENCED MEASURES: 

\ 

•» 

1.01 Given 20 merchandise receipts, the student will be able 
to record amount, kind, and value of merchandise with 95 
percent accuracy. 

2.01 Given a kit containing 100 varied types of merchandise 
on hand, the student will count and record items with 
95 percent accuracy. 

3.01 Given 20 invoices and receipts, the student will be able 
to complete records of goods received and goods shipped 
..with 95 percent accuracy. 

4.01 Given inventory records of 100 varied types pf merchan- 
dise, the student will be able' to itemize inventory and 
indicate items which aire low with 95 percent accuracy. 
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JOB: 
GOAL: 

TASKS: 



RECEIVING CLERK 



The student will be able to obtain, succeed, and advance in 
a Receiving Clerk's position, 

1. Assists with the, unloading of incoming merchandise. 

2. Inspects the condition of incoming .shipments and signs 
carrier's receipts. 

3. Pret)ares vouchers to pay for delivery charges. 
A. Keeps records of goods received. 

5. Checks contents of packages. 

6. Routes goods received to proper storage areas. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 



1.01 

2.01 

3.0i 
4.01 
5.01 

6.01 



Given a list of receiving equipment and 100 types of 
merchandise, the student will demonstrate his ability 
to select and use suitable receiving equipment by 
matching the correct receiving equipment with the type 
of merchandise with 95 percent accuracy. 
Given a kit containing 15 carrier's receipts, the 
student will demonstrate his ability to, inspect the 
condition of merchandise aad complete all receipts with 
95 percent accuracy. 

Given 15 vouchers and a rate charjt, the student will 
complete delivery charges with 95 percent accuracy. 
Given 25 receiving cards, the student will complete 
information on goods received with 95 percent accuracy. 
Givfen a kit containing 10 orders of merchandise, the 
student will demonstrate the correct procedure for 
checking package content with 95 percent accuracy. 
Given a list of storage areas and 100 types of goods 
received, the student will^route goods to proper 
storage areas with 95 percent accuracy. 
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JOB: SHIPPING CLERK 

GOAL: The student will be able to obtain, succeed, and advance in 
a Shipping Clerk's position. 

TASKS: 1. Counts and compare^ quantity and identification of 
items with the order. 

2. Selects container and appropriate packing materials, 
inserts merchandise, seals, and places identifying 
information on container. - 

3. Selects an appropriate carrier. 

4. Weighs^ containers ; computes aAd attaches postage 

5. Prepares shipping documents and records items shipj^d. 

6. Receives^ and makes routine telephone calls concerning 
shipments. ' 

7. Files invoices according to alphabetic filing system. 

PERFORMANCE, OBJECTIVES AND CRITERION-REFERENCED MEASURES: • 

1.01' GiVen 20 invoices of varied length and complexity, the 
student will be able to count and compare quantities 
and identification of items on the invoices with the 
shipment with 95 percent accuracy. 

2.01 Given 10 unassembled containers of varied sizes, the 
student will demonstrate the ability to select the 
appropriate container and assemble each container 
with 95 percent accuracy. 

2.02 Given 20 preassembled containers and packing materials > 
^ the student will be able to fill the containers 

efficiently, close, and label the containers with 95 
percent accuracy. 
3.01 Given a list of shipping services available and 20 

varied types of shipping containers, the student will 
select the appropriate carrier with 95 percent accuracy. 

4.01 Given a ten-key printing calculator and 20 varied jobs, 
the student will be able to operate the machine with 
the touch system for 3 cainutes at a minimum rate of 100 
digits per minute with a maximum of 3 errors. 

4.02 Given a simulation kit containing zone charts, postal 
rate charts, insurance charts', special postage charts, 
20 varied containers, scales, and a ten-key printing 
calculator, the student will be able to weigh, compute, 
and a'ttach jstage with 95 percent accuracy. 

5.01 fiiven 20 otu -x-s £or merchandise and varied business 
forms, the student will demonstrate the ability to 
^ prepare bills of lading and records of shipment with 
95 percent accuracy. 

6.01 Givr a telephone assimilator and 10 varied shipping 
problems or situations, the student will be able to 
handle the calls promptly and efficiently with 98 
percent accuracy. 
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SHIPPING CLERK ContM 

7.01 Given 30 coded documents, the student will btf able to 
sort the documents in 20 minutes- with 97 percent accu- 
racy using the alphabetic filing system. 
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JOB: 



AIRLINE RESERVATIOK CLERK 



GOAL: The student will be able to obtain, succeed, and advance in 
an Airline Reservation Clerk's positiorf. 



TASKS: 1, 



2. 



Makes and confirms reservations^ ior passengers on 
scheduled airline flights using timetables, airline 
manuals, and reference guides, v * 

Anawers inquiries regarding departures, arrivals, and 
baggage limitations. 



PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

• f 

1.01 Given a telephone assimilatpr, airline manual, time- 
table, and 20 telephone reservation situations prepared 

" by the instructor, the student will be able to execute 
the 20 situations with 98 percent accuracy. 

1.02 Given a telephone as^similator, timetable, and 10 
telephone situations prepared by the instructor, the 
student will be able to*conffrm reservations with 9& 
pe^rcent accuracy. 

2.01 Given a telephone asslmilator, airline manual, and 20 
instructor -prepared situations, the student will be 
able to answer inquiries about rates for different 
classes of service. 

2.02 Given a telephone apsiuiiiator, timetable, and 10 
instructor-preparftd inquiries, the student will be able 
to answer inquiries promptly about departures and arri- 
vals with 98 perderxt accuracy • 
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JOB: TRAVEL CLERK 

GOAE: "The student will be able to obtain, succeed, and advance in 
a Travel Clerk's position. 

TASKS: 1. Plans routes; narks road maps; and computes mileage, 
using a ten-key adding machine* 
2. Answers inquiries orally and by mail as to accommoda- 
tions, points of interest, and time zones. ^ 
- 3. Files- documents. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: ^ 

1.01 Given 15 instructoi^prepared requests and road maps, 
the student will be able to locate desired geographic 
point, -trace route between specified points, and 

'compute mileage with 95 percent accuracy; 

1.02 Given a ten-key adding machine and 30 varied jobs, the 
student will be able to operate the machine at a 
minimum rate of 60 digits per minute for 3 minutes with 
90 percent accuracy. 

2,^01 Given 25 varied requests prepared by the instructor and 
the Hotel and Motel Rftd Book* the student will be able 
tq^ answer the 25 inquiries promptly and efficiently 
with 95 percent accuracy. 

2.02 Given 50 cities and a map showing time zon6s in the^ 
United States, the student will be able to identify 

; the time zones observed in each city* 

2.03 Given 10 envelopes and a list of addresses, the student 
will manually address and .?tuf f the envelopes in 15 
minutes with iOO percent accuracy. 

2.04 Given 5 instructor-prepared case histories concerning 
human relationships, the student will be able to analyze 
4 of the case histories with 95 percent accuracy. 

3.01 Given^k simulation file kit containing 50 previously 

sorted documents, the student will be able to file the 
documeyits in 20 minutes with 97 percent accuracy using 
the alphabetic -filing system. 
^ 3.02 Given a simulation file kit containing 30 previously 

sorted documents, the ctudcr.t will be able to file the 
. documents in 15 minutes with 97 percent accuracy using 

the geographic filing system. 
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JOB: .TICKET AGENT 



GOAL: The. student will able to obtain, succeed, and advance 
in a Ticket Agent *s position. 

TASKS: 1, Plans routes, 

2, Sells tickets; computes cost of tickets r accepts money; 

and makes change, 
3* IfecfLjilmetables and rate schedules; givefe .information 

%regarding departures and arrivals « 
4, Keeps daily balance sheets of tickets sold and cash 

received, 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1,01 Given a rate schedule and 20 instructor-prepared situa- 
tions, the student- tyiil be able 'to plan routes ^d 
compute cost of tickets with 100 percent accuracy. 

2,01 Given 20 opportunities^ the •student will be able%to . 
issue tickets and make change in 20 minutes with 100' 
percent accuracy when given amounts greater than cost 
of tickets, ^ ' . . 

3,01 Given timetables and 20 inquiries prepared by Jthd 
instructor, the student will be able to* answer . 
promptly inquiries Regarding departures and arrivals 
with 98 percent accuracy. 

4.01 Given 7 instructot-prepared forms,- the student will 
be able to keep a daily record of tickets sold and 
, cash received for one week with 100 percent accuracy. 
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JOB: FILE, CLERK OR RECORDS CLERK 

GOAL: The student will be able to obtain, succeed, and advance in 
a File Clerk's pr Recorii Clerk^s position. 

TASKS: !!• C6des documents. 

2. Indexes and cross-references documents. 
3; Sorts and files according to alphabetic, geographic, 
numeric, and subject filing systems. 

4. Locates and retrieves filed documents. ^ 

5. Keep^'^in- and out-cards on documents removed from the 

files. ^ 

« , ** . 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCSD MEASURES: 

1.01 Given 50 varied documents, the' student will be able to 
code the documents in 40 minutes with 97 percent 



accuracy, " * 



^ - o 

Given 40 varied documents, the student -will be able to 
index and cross-reference the documents in 30 minutes 
with 97 percent accuracy. ' 

3.01 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 perceiit 

' accuracy using the alphabetic filing system:^ 

3.02 Gi'ven 25 coded documents, .the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the geographic filing systerh. 

3.03 Given 60 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
'accuracy Using the numeric jf iling system. 

3.04 G<iven 30 coded documents*, the stud^ wiiri)e able to 
sort the dt)cuments in 20 minutes with 97 percent 
accuracy using the subject filing system. 

3.05 Given a simulation file kit' containing 50 previously 
sorted documents, the student will be able to file the 
documents in 20 minutes with 97 percent accuracy using 
the alphabetic filing system. 

3.06 Given a simula'tion-filei kit containing 30 previously 
sorted documents, 'the student will be able to'file the 
documents in 15 minutes with 97 percent accuracy using 
the geographic^ filing system. 

3.07. Given a simulation file kit containing 70 previously 

sorted documents, the student will be able to file t^e 
C> documents in 30 ^.minutes with 97 percent accuracy using 

* the numeric filing system. 

*These performance objective standards were established by Records 
Controls, Inc., based on surveys of several hundred firms. 
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3.08 Given a simulation file kitrcontaining 30 previouily 
^ sorted documents, the student will be able to file thi 
documents in 15 minutes with 97 percent accuracy using 
the subject filing system. 

4.01 Given a simulation file kit containing 10 misflled 
documents and i| list of the misfiled documents, the 
student will be able to locate and file the documents in 
30 minutes with .97 percent acc,uracy using the alphabetic 
filing system and previously learned rules for locating 
misfiled documents. 

5.01 Given l^/lhr and* out-cards and ^information ot 20 records 
removed from the files, the. student will complete the . 
in- and out-cards In 15 minutes with 97 percent accuracy. 
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JOB: .OFFICE MACHINES' 'OPERATOR i 

GOAL: The student will be able'to obtain, succeed, and adVance in 
an Office Machine Operator's position^ 

TASKS: 1. Operates the ten-key adding machin'fe^ .jprinting calculator, 
and the, electronic calculator. 
, ' 2. Operates, the posting machine. 

3. Operates the mimeograph and/or spirit duiplicatqr. 

4. Operates the postage meter '.machine*, and postage scale; 
wraps parcel post packages; uses Zip Code Directory 

and U.S. Postal Manual. ^ 

PERFORMANCE OBJECTIVES AND CRITERIONHREFERENCED MEASURES: 

* k ' 

1.01 Given a ten-key adding machine and 20 varied jobs, the 
student will be able to operate machine with , the touch 
system for 3 minutes at a lalnimum rate of 100 digits * 
per minute with, a maximum o£\3 jerrors. . * . 

1'.02 ^iven a ten-key printing calculator and 25 varied jobsV .^ 
the student will be able to operate machine with touch , 
^ system for 3 tlinutfes at a minimum rate of 100 digips per 
minute with a maximum of 3 errors-.-^ 

1.03 Given a full-keyboard adding liP/cing^ machine and 2a^ 
varied jobs, the student will be able %6} operate machine 
for 3 minutes at a minimum rate of 50 digits per minute 
with a maximum of 3 errors. 

1.04 Given an electronic calculator and 40 varied jobs, the 
student will be able to operate'' machine at a, minimum 
rate of 60 digits per minute for 3 minutes wit|i 90 
percent accuracy. 

1.05 Given an electronic calculator and a given set-ofe pro- 
blems Involving addition, subtracticyi, multiplication 
and division, the student will be able to operate 
machine with 90 percent accuracy. ^ 

2.01 Given a posting machine, accounts receivable journal, 
accounts payable journal, ;^nd 50 ledger cards, the 
student will be able to post accounts to the 50 ledger . 
cards" in 60 minutes with 95 percent accuracy. 

3.01 Given a mimeograph or spit it duplicating machine, the 
student will be able to reproduce 250 legible copies'' 

' of a stencil or 50 copies of a prepared mas:er with 

proper alignment, balance, and other traits of appearance 
within 5 minutes with 98 percent accuracy/ , 

3.02 Given a mimeogxaph or spirit duplicating machine and 
'necessary cleaning supplies, the studgnt wilX be able to 

clean machines and add fluid or* ink, when needed} in .10 
minutes with 95 percent accuracy. 
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lOFFICE MACpN^ OPERATOR? Cont'd 

^ 4*01 Given 25 pieces of varied mall (special delivery, 

registered, certified. Insured, C^O.D.), . postage scale, 
^and U.S. Postal Manual, the student will be able to 
determine postage ^and^ees^^r^each-^ pircent 
^accuracy. 

, 4.02 Given a postage meter, a postage meter record book, 

and 50 pieces of varied mall each day, the student will 
be able to maintain the postage meter ref ord for one 

^ , ' week, making dally entries In tl^ meter book 'with IOC 

percent accuracy. } 

4.03 Given 30 pieces of mall, a postage scale, and a postage 
meter, the student will be able to place correct amount 
of postage on each piece df mall In 30 minutes with -100 
percent accuracy.. 

4.04 Given 100 envelopes, addresses, and U.S. Zip Code 
Directory, the student will be able to determine the 
correct Zip Code for each address In 50' minutes with 
IQO percent accuracy. 

4.D5 Given 10 parcels to be prepared formalling ani a U.S. 
Postal Manual, the student-^111 be able to wrap and tie 
, the parcel^s and weigh and determine the correct postage 
In 10 minutes with 98 percent accuracy. 
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JOB: BANK TELLER 

GOAL; The student should be able to obtain, succeed, and advance 
in a Bank Teller *s position. 



TASKS: 17 Receives checks and cash for deposit* 

2. Verifies amounts using ten-key printing calculator and 
examirtes checks for endorsements. 

3. Enters deposits in depositor's passbooks or issues 
receipts. 

• 4. Cashes chefeks and makes change. 

• 5. Keeps record of money and negotiable instruments involved 
^ in banking transactions. , . 

6. Prepares cashier checks, money orders, and traveler s 
checks. 

PERFORMANCE OBJECTIVES AND CRITERION-REFEI^CED MEASURES: 

1.01 Given 12 opportunities, the student will be able to . 

verify amounts on deposit slips, exjamine checks for 

appropriate endorsement^ and initial and atamp deposit 

slip in 60 minutes with 98 percent accuracy. 
2.01 Given a ten-key printing calculator and 30 varied jobs, 

the student will be able to operate the machine at a . 

minimum rate of 60 digits per minute for 3 minutes with 

90 percent accuracy. 
3.01 Given 15 opportunities and passbooks or receipts, the ^ 
* student will be able to enter the deposit in depositor s 

passbook or issue him a receipt in 15 minutes with 100 
^ percent accuracy. * ^ ' 

4,01 Given 15 opportunities using checks and various denomi- 
^ nations of money, the student will be able to cash 

checks or make change as instructed in 30 minutes with 

• ' 100 percent accuracy. ' 

5.01 Given the 12 forms completed in Performance Objective 

No. 1.01, the student will be able to record the banking 
transactions in 12 minutes with 98 percent accuracy. 

6.01 Given 3 cashier checks, 3 money orders, 3 traveler's checks, 
and instructor-prepared directions, the student will be able 
to prepare the documents in 30 minutes with 100 percent 
accuracy. 
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JOB: PAYROLL CLERIC 

GOAL: 'ihe student will be able to obtain, succeed, and advance in 
a Payroll Clerk's position. 

TASKS: 1. Comiiutes employee's net pay. 

2. Maintains and verifies payroll register, and employees* 
earning records using the ten-key printing calculator. 

3. Makes state and federal quarterly 'and yearly payroll,, 
reports using the ten-key printing calculator. ^ 

4. Prepares the payroll checks. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Give^ 10 punched time cards, the student will be able to 
compute and verify gross pay in 60 minutes with 95 per-' 
cent accuracy. ' * . . . • — 

1.02 Given 10 forms, payroll register, tax schedule, and other 
^ deduction information, the student will be able to 

compute and verify net pay in ^0 minutes with 95 percent 
accuracy. 

1.03 Given a ten-key printing calculator and 30 varied jobs, 
the student will be able to operate machine with touch 
system fox ^3 minutes, at a minimum rate of 75 -digits per 
minute -with a maximum of 3 errors. 

2.01 Given 10 payroll register forms and employee earnings 
records, the student will be able to complete and 
verify in 60 minutes with 95 percentTaccuracy . 

3.01 Given 10 employed earnings records and state and federal 
quarterly and yearly payroll report forms, the student 
will be able to complete the forms in 60 minutes with 
100 percent accuracy. 

4.01 Given 10 checks and supporting payroll register, the student 
will be able to complete check stubs and prepare payroll 
checks in 10 minutes with 100 percent accuracy. 
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JOB: CLERK I (State Civil Service Classification) 

GOAL: The student will be able to obtain, succeed, and advance 
in a Clerk I's position. 

.TASKS: 1. Files documents. 

2. Sorts and routes incoming mail. 

3. Prepares ou -going mail. 

4. Proof read$, sorts varied materials, and checks comptj- 
ca^ons of others for accuracy. 

5. Checks forms, lists, questionnaires, and similar 
material against established requirements. 

6. Receives and receipts for cash payments where amounts 
due and fund distribution are computed by other 
employees . 

.7. Performs simple posting where errors would not lead to 

serious consequences. 
8. Compiles simple records and reports not requiring the 
making of ^difficult decisions. 

7. May do incidental typing Where accuracy rather than 
speed is essential. 

*10. May operate a manual addressograph, adding machine, 

ditto duplicator, or other common office equipment not 
requiring previous training or experience. 

PERFORMANCE OBJECTIVES AND CRITERION-REFER^INCED MEASURES: 

1.01 Given 50 varied documents, the student will be able to 
code the documents in 40 minutes with 97 percent 
accuracy. 

1.02 Given 40 varied documents, the student will be able to 
index and cross-reference the documents in 30 minutes 
with 97 percent accuracy. 

1.03 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with* 97 percent 
accuracy using the alphabetic filing system. 

1.04 Given 25 coded documents, the student will be able to 
sort documents in 15 minutes with 97 percent accuracy 
using the geographic filing system. 

1.05 Given 60 coded documents, the student will br able to 
sort the documents in IS minutes with 97 percent 
accuracy using the numeric filing system. 

1.06 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the subject filing system. 

1.07 Given a simulation file kit containing 50 previously 
sorted documents, the student will be able to file the 
documents in 20 minutes with 97 percent accuracy using 
the alphabetic filing system. 
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X.08 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file 
the documents In 15 minutes with ^7 percent accuracy 
using the geographic filing system. 

1.09 Given a simulation file kit containing 70 previously 
sorted documents, the student will be able to file the 
documents In 30 minutes with 97 percent accuracy using 

* the numeric filing system. 

1.10 Given *a simulation file kit containing 30 previously 
sorted documents, the student will be able to file the 
documents J.n 15 minutes with 97 percent accuracy using 
the subject filing system. 

1.11 Given a simulation file kit containing 10 mlsflled 
documents and a list of the mlsflled documents, the 
student will be able to locate and file the documents 
in 30 minutes with 97 percent accuracy using the 
alphabetic filing system and' previously learned rules 
for locating mlsflled documents. 

1.12 Given 20 in- and out-cards and information on 20 records 
removed from tlie files, the student will complete the 
in- and out-cards 'in 15 minutes with 97 percent accu- 
racy.. 

2.01 Given 25 pieces of incoming mall, date stamp, and 

sorting trays, the student will be able to stamp, sort, 
and distribute the mall in 40 minutes with 99 percent 
accuracy. 

3.01 Given 30 plec^? of mall, postage scale, and a postage 

chart the student will be able to record the amount of 
postage on each piece of mall in 45 minutes with 99 
percent aqcuracy. 

4.01 Given 10 prepared Invoices and an adding machine, the 

student will check the computations on the invoices .in , 
20 minutes with 100 percent accuracy. 

5.01 Given 10 varied business documents and reference 

materials, the student will check the documents against 
established requirements in- the reference materials in 
50 minutes with 98 percent accuracy. 

6,01 Given 10 cash payments slips and a cash receipts book, 
the student will record the payments and issue receipts 
with 100 percent accuracy. 

7.01 Given 10 invoices and 10 accounts receivable ledger 

cards, the student will post the invoices to the ledger 
cards in 10 minutes with 98 percent accuracy. 

8.01 Given 10 documents, a report form, and written instruc- 
tions, the 3tudent will list the specified information 
from the docxmients ontfo* the report form in 20 minutes 
with 98 percent accuracy. ^ 
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CLERK* II (State Civil Service Classification) 

The student will be hhle to obtain, succeed, and advance in 
a Clerk II ^s position. 

1. Examines payrolls, vouchers, invoices, statements, 
requisitions, and reports for completeness, conformity 
with regulations, and accuracy of computations and 
fo'llows up discrepancies in person* or by correspondence ^ 

2. Prepares payrolls from employees' time reports, checks 
time of employees, distributes time to various jobs, 
handles discrepancies, and keeps other employee records. 

3. Prepares .memorandum records of* departmental activities. 

4. Compiles data from office records for use by a superior 
where some judgement must be exercised in the selection 
of the data. 

5. May do incidental typing where accuracy rather than 
speed is essential. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Qi.ven a completed weekly payroll register for 10 etaployees, 
containing errors, the student will verify and correct the 
errors -in 30 minutes with 100 percent accuracy. 

1.02 Given 10 ^prepared vouchers and reference materials, the 
student will verify all information in 15 minutes with 
100 percent accuracy. 

1.03 Given 10 completed invoices of varying length, the student 
will verify all figures on the invoices in 20 minutes with 
100 percent accuracy. t 

1.04 Given 10 statements, the student will verify all figures 
on the statements in 20 minutes with 100 percent accuracy. 

1.05 Given 5 requisitions and related reference materials, the 
student will verify all information on the requisitions 

*^in 15 minutes with 100 percent accuracy. 

1.06 Given 5 reports and related reference materials, the 
student will verify all information in, the reports in 50 
minutes with. 100 percent accuracy. 

1.07 Given a report that contains an error, the student will 
compose in 30 minutes an effective letter based on pre- 
scribed conditions listed by the instructor. 

2.01 Given 10 punched time cards, the student will be able 
to compute and verify gross pay in 60 minutes with 100 
percent accuracy. 
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CLERK II ContM 



2.02 Given 10 forms, payroll register, tax schedule, and 
other deduction information, the studei^t will be able 
to compute and verify net pay in 60 minutes with 100 
percent accuracy. 

2.03 Given 10 payroll register forms and employee earnings 
records, the student will be able to complete and 
verify the records in 60 minutes with 100 percent 
accuracy. 

3.01 Given a list of varied activities and instructors- 
prepared instructions, the student will prepare a 
written report in 30 minutes with 98 percent accuracy. 

4.01 Given 10 varied documents and instructor-prepared 
instructions, the student will compile a report, 
using selected data froia the documents, in 60 
minutes with 100 percent accuracy. 

5.01 Given 10 labels and a list of addresses, the student 
will type the addresses on the labels in 20 minutes 
with. 100 percent accuracy. 
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JOB: GENERAL OFFICE CLERK 

GOAL: The student will be able to obtain, succeed, and advance in 
a General Off ice* Clerk's position. 

TASKS: 1. Writes or types bills, statements, receipts, checks or 
other documents, copying information from one record to 
another. 

2. Proofreads records or forms. 

3. Counts, weighs, or measures material. 

4. Sorts and files records • 

5. Receives money from customers'and deposits money in 
bank. 

6. Addresses envelopes or packages by hand, typewriter, or 
addressograph machine. 

7. Stuffs envelopes by hand or with envelope stuffing 
machine. 

8. Answers telephone and conveys messages. 
9» Stamps, sorts, and, distributes laail. 

10. V Stamps or numbers forms by hand or machine. 

11. Operates office duplicating equipment. 

PERFORMANCE OBJECTIVES AlH) CRITERION-REFERENCED MEASURES: 

1.01 Given 10 varied business source documents and 10 
business forms, the student will be able to copy 
information from the 10 source documents onto the 
business -forms in 30 minutes with 100 percent accuracy. 

2.01 Given 10 varied business documents, the student will 

proofread, locate, and mark typographical errors in 50 
minutes with 100 percent acQuracy. 

3.01 Given a simulation kit containing instructions, items 
of merchandise, and scales, the student will count, 
weigh, and measure the merchandise according to 
instructions with 100 percent accuracy. 

4.01 Given 50 varied documents, the student will be able to 
code the documents in 40 minutes with 97 percent acccu- 
racy. 

4.02 Given 40 varied documents, the student will be able to 
index and cross-reference the documents in 30 minutes 
with 97 percent accuracy. 

4.03 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the alphabetic filing system. 

4.04 Given 25 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent accu- 
racy using the geographic filing system. 

4.05 Given 60 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the numeric filing system. 

4 06 Given 30 coded doc^iments, the student will be able to 
sort the documents in 20 minutes with 97 percent accu- 
racy using the subject filing system. 
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4.07 Given a simulation file kit containing 50 previously 

• sorted documents, the student will be able to file the 
documents in 20 minutes with 97 pejrcent accuracy using 
the alphabetic filing system. 

4.08 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file the 
documents in 15 minutes with 97 percent accuracy using 

. the geographic filing system. 

4.09 Given a simulation file kit containing 70 previously 
sorted documents,' the student will be able to file the 
documents in 30 minutes with 97 percent accuracy using 
the numeric filing system. 

4.10 Given a simulation file^kit containing 30 previously 
sorted documents, the student will be able to file the 
documents in 15 minutes with 97 percent accuracy using 
the subject filing- system. » 

4.11 Given a simulation file kit containing 10 misfiled docu- 
ments and a list of the misfiled documents, the student » 
will be able to locate arid file the documents in 30 
minutes with 97 percent accuracy using the alphabetic 
filing system and previously learned rules for finding 
misfiled documents. 

4.12 Given 20 in- and out-cards and information on 20 records 
removed from the files, the student will complete the 
in- and out-cards in 15 minutes with 97 percent accuracy. 

5.01 Given 10 checks covering payments of customers^ accounts, 

the student will complete a deposit slip in 10 minutes 

with 100 percent accuracy. 
6.01 Given 10 envelopes and a list of addresses, the student 

will manually address the envelopes in 5 minutes with 

100 percent accuracy. 
7.01 Given 10 addressed envelopes and letters, the student 

will stuff .the envelopes in 5 minutes with 100 percent 

accuracy. 

8.01 Given a telephone asslmilator and 10 telephone situations 
prepared by the instructor, the student will be able to 
execute the situations with 98 percent accuracy. 

8.02 Given a telephone asslmilator, telephone message pad, and 
pen, the student will be able to record^ and distribute 

15 messages with 100 percent accuracy. 
9.01 Given 25 pieces 5f incoming mail, date stamp, and sorting 
trays, the student will be able to stamp, sort, and 
distribute the mail in 40 minutes with 97 percent accu- 
racy. 

10.01 Given 100 invoices, the student will manually nimiber the 
invoices in 10 minutes with 100 percent accuracy. 

11.01 Given a mimeograph or spirit duplicating machine, the 

student will be able to reproduce 250 legible copies of a 
stencil or 50 copies of a prepared master in 10 minutes 
with 98 percent accuracy.* 
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11.02 Given a mimeograph or spirit duplicating machine and 
necessary cleaning supplies,* the student will be able 
to demonstrate ability to clean machine and add the 
Ink or fluid, when needed, in 10 minutes with 100 
percent accuracy. 
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ACCOUNTS RECEIVABLE CLERK 

The student will be able to oBtaln, succeed, and advance in 
an Accounts Receivable Clerk's position* 

1. Posts' each credit sale to the customei^'s account. 

2. Collects money (payments) from customers and issues 
receipts. ^ 

3. Posts each cash receipt to the customer's account. 

4. Posts each credit or allowance to the customer's 
account. 

5. Periodically makest out deposit tickets and deposits the 
money . 

6. Verifies the balances of all customers' accounts in €he 
accounts receivable ledger and sends out monthly state- 
ments to all charge customers. 

7. Prepares a list, or schedule of accounts receivable, 
' and adds all balances to determine the total owed by 

customers; compares this total with the total of accounts 
receivable (control account) in the general ledger. 

8. Uses ten-key calculator. 

9. Files documents using the alphabetic filing system. 
PERFORMANCE bBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Given 10 credit sale slips, the accounts receivable 

ledger, and the customers' account sheets, the student 
will be able to post each sale to the customers' ' 
accounts in 30 minutes with 95 percent accuracy. 

2.01 Given 10 opportunities and a receipt book, the student 
' will be able^^to accept pajnne^ and issue receipts, 
making change when given amounts greater than the bill, 
in 30 minutes with 100 percent accuracy. 

3.01 Given a cash receipts book and ledger accoimt sheets, 
the student will bp^aMg^JigLJir^t' ^rnm receipt stxibs 10" 

cash-receipts toThe, proper customer account 30 

minutes with 95 percent accuracy. ^ 

4*01 Given 10 credit memos and customers' ledger sheets, th^ 
student will I - able to post each credit to . the custo* 
mers' accounts in 30 minutes with 95 percent^^reicura'ty. 

5.01 Given 10 groups of checks, currency and coins, and bank 
deposit slips, the student will be able to fill _out 
deposit slips, using ABA numbers for checks, and endorse 
checks manually with restrictive endorsement in $0 
minutes with 100 percent accuracy. 

6.01 Given 10 customers' ledger sheets and statement forms, 
the student will be able to verify 'customers' balances 
by adding debits to balance and subtracting credits from 
bal£ince, and prepare a monthly statement for each 
customer in 20 minutes with 98 percent accuracy. 
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ACCOUNTS RECPIVABLE CLERK Cont'd 

7 •01 Given 10 schedules of accounts receivable and the 

general ledger, the student will be able to add all 
balances to determine the total owed by customers 
' '\ and compare chis total with the total accounts 

receivable in the general ledger in 10 minutes with 
100 peircent accuracy. * i 

8.01 Given a ten-key calculator and 30 varied jobs, the 
. student will* be able to operate the machine at a 

minimum r^te of 60 digj^ts per qiinute for 3 minutes 
with 90 percent accjiracy. 

9.01 Giv^ a simulation file kit containing 50 previously 
sorted documents, the student will be able to file 
the documents^in 20 minutes #^th 97 percent accuracy 
using the alphabetic filing system. " 

9.02 Given 20 in- and out-cards and information on 20 
^records removed from the files,, the student will 
complete the in- and out-cardi in 15 minutes with 97 
percent accuracy. 




i 
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ACCOUNTS PAYABLE CLERK 



GOAL: The student will be able to obtain, succeed, and advance in 
an Accounts Payable Cleric's position. 

TASKS: 1.^ '^Verifies and checks extensions and total on tach invoice 
before posting. ^ \ 

2. Figures the due date of each invoice and checks to see 
if there is a discount when, paid by a certain date • 

3. ' Posts purchases to each creditor's account and computes 

balance o£ each account. 

4. Posts payments to' the creditors' accounts and computes 
new balances. 

5. I^ecords ^any purchase returns or allowances to each credi- 
tor's account. . * ^ f 

6. Verifies the^ balances of all creditors' accounts. 

7. Pays amount, owed to creditors according to terms of 
invoice* , 

8. Prepares a list, or schedule of accounts payable, and 
adds all balances to obtain the total owed to creditors; 
compares this total with- accounts payable in the general 
ledger to' prove the total.^ 

9. Files documents using the alphabetic filing system. 

10. Uses Nten-key calculator. 

11. Writes letters. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Given 10 unpaid invoices^ of varying length, the student 
will be ah\e tb verify invoice computations -by ^rhecking 
extensions, sub-totals, sald^i tax, ^nd tbtals by, machine 
in 20 minutes with 100 percent ^accuracy. * 
2.01 ^ Given 10 unpaid invoices, the student will be able ^ to*- 
mark due-^ate,, figure discounts, ami sott according J:o 
payment date in ^0 minutes with" IQO percent accuracy*. / 
3,01 Given 10 unpai1> invoices, account^ payable ledger, and 
creditors' ledger 'sheets, the student wlXl be Able to 
post purchases manually to each creditor's account and 
compute new balances in. 30 minuet Is with 98 percent 
accuracy. / / \ 

4.01 Given 10 paid invoices and the creditors' ledger sheets, 
the student will be\able'to post payments manually to 
each creditor's account and compute new J)alance in 
30 minutes with 98 percent accuracy. 
5;01 Given 10 purchase returns or allowanceg and creditors' 
'ledger sheets, the student will be able' to subtract 
returns, computing new balances manually in 20 minutes 
with 98 percent accuracy, 
6.01 Given 10 creditors* accounts, t-he student will be able 
to verify manually the balance of each account,^ adding 
credits to the^ balance and subtracting debits from the 
balance in 20 minutes with 98 percent accuracy, 
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ACCOUNTS" PAYABLE CLERK Cont'd • , 

7*01 Given 10 accounts payable, blank'' checks , check stubs, 

check register' or cash**, disbursements journal^ the student 
will be able to p.ay amounts owed to creditors according 
to terms of invoice, writing checks in accordance with 
^ ABA requirements and filling In xheck stubs in 30 

' mi^utes v*ith 100 percent accuracy. 
/ 8.01* Given 10 schedules of accounts payable and a general 
^ ledger, the student will be able to add all balances 

ta obtain the total owed to creditors and epmpare this 
total with gccounts payable to^tal in the general 
^ledger in 10 minutes with 100 percei>t accuracy. 
9.o\ Given a simulation file kit containing 50 previously 

sorted documents, the student will be able to file the 
documents in 20 "minutes with 97 percent accuracy using 
> ' the 'alphabetic filing system^. 
"9.02 Given 20 in- and out-cards and information on 20 records 
removed from the files, the Student will be able to 
complete the ±n- and out-cards in 15 minutes with 97 
* percent accuracy. 4 . > - ^ j 

10.01 Given a ten-key calculator and 30 varied jobs, the stu- 
dent will- be able totoperate the machine at a minimim 
' ' ^ rate tf 60 digits per minute for 3 minutes with 90 

percent accuracy.' . 
Given 2 Invqices that contain an error, the student" 
will be able to compose an effective letter for each 
based on prescfibed conditions listed by the instructor 
in 6d minutes. 
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JOB: BOOKKEEPER I (Dictionary of Occupational Titles Classifica-- 
tion) 

GOAL: The student will be able to obt^n, succeed, and advance in 
a Bockkeeper I's position. 

/ ' 

TASKS: 1. Keeps records of financial transactions. 

2. Computes employees wages from time cards, and makes up 
checks . 

3. Prepares withholding, social security, and other tax 
reports, 

4. Verifies and enters details of transactions as they 
occur in chronological order in accounts and cash journals 

5. Operates posting machine, 

6- Summarizes details on separate ledgers and transfers 
data to general ledger* 

7, Compiles statistical reports* ^ 

8. Mails monthly ^vstatements to customers, 

PERFORIIANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:' 

1.01 Given a bookkeeping kit with varied recordkeeping forms 
and instructions, the student will be able to-'post, 
summarize, and maintain legible records of all financial 
transactions with 98 percent accuracy. 

2.01 Given 10 punched time cards, the student will be able to 
compute and verify gross pay in 60 minutes with 100 per- 
cent accuracy. 

2.02 Given 10 forms, payroll register, tax schedules, and 
other deduction information, the student will be able to 
compute and verify net pay in 60 minutes with 100 percent 



accuracy. 



2.03 Given 10 payroll forms and employee earnings records, the 
student will be able to complete ahd verify in 20 minutes 
with 100 percent accuracy. 

2.04 Give;;n a checkbook and supporting payroll register, the 
student will be able to complete check stubs and prepare 
10 payroll checks in 20 minutes with 100 percent 
accuracy. 

3*01 Given a completed payroll register on 10 employees and 
an adding machine, the student will be able to prepare 
reports on social security, insurance, and other with*- 
holding deductions in 60 minutes Vith 100 percent accuracy 

4»01 Given 10 prepared invoices and aii adding machine, the 
student will be able to check the computations on the 
invoices in 20 minutes with 98 J[)ercent accuracy. 

4.02 Given 10 verified invoices, an^ cash payments journal, 
the studcaL will be able to record invoices in chrono- 
logical order in 20 minutes with 100 percent accuracy ♦ 
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4.03 Given 10 varied business docunents and reference mate- 
rials , the student will check the docuB4?^s against the 
figures shown on, the reference materials in 50 minutes 
With 98 percent accuracy. 

5.01 Given a posting machine, accounts receivable journal, 
accounts payable journal, and 50 ledger cards, the 
student, will be able to "post 25 accounts payable and 

» % ' 25 accoiints receivable^ individual accounts in 60 

minutes with 100 percent accuracy • 
J5*01 Given the accounts payable ledger, an adding machine, 
"♦^ and 10 varied accounts, the student will be able to 

post and prove the accounts in 30 minutes with lOO' 

percent accuracy* 

6.02 Given the accounts receivable ledger, an adding machine, 
and 10 varied cash receipts, the student will be able to 

^' post the cash receipts and prove the accounts In 30 

minutes wii:h IQD percent accuracy. 
6«03 Given 10 invoices, 10 accounts receivable ledger cards, 

and a posting machine, the student will prove and post 
/th'e* invoices to the ledger cards in 20 minutes with 98 

percent accuracy. 
7.01 Given 10 documents, a report .form, and written inbtruc- 

tions,,the student will be able to copy the information 

from documents onto the ;^^port form in 20 minutes with 

98 percent accuracy. * 
8.01 Given 30 pieces of outgoing mail, postage scale, and 

U'.S,. Postal Manual, the ^sttideirt will be able to \5^e:^gh 

items, mark correct and appropriate postage on each 

»item, and deposit mail in appropriate place in 60 

minutes with 98 percent accuracy* 

9 
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JOB: 



KEYPUNCE OPERATOR 



The student will be able to obtain, succeed, and advance in 
a Keypunch Operator's position. 

1. Keypunches numeric and alphabetic data from varied . 
source documents onto punched cards. 

2. Mounts program cards on the program drum. 

3. Achieves proficiency in the operation of the keypunch 
^ machine. 

4. Prepares program cards. 

5. Removes jammed cards. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Given a kit with punching instructions for 10 programs , 
the basic program codes, and 10 IBM cards, the student 
will prepare the program cards in 50 minutes with 96 
percent accuracy. 

2.01 Given 6 IBM cards, the student will mount the 6 cards on 
the drum. in 3 minutes with 100 percent accuracy. 

3.01 Given a kit with punching instructions for an inventory 
job with equal fields and 17 IBM cards, the student will 
prepare a program card and keypunch the 17 cards in 30 
minutes with 96 percent accuracy using numeric source 
data. 

3.02 Given a kit with punching instructions for an inventory 
job with unequal fields and 17 IBM cards, the student 
will prepare a program card and keypunch the 17 cards 
in 30 minutes with 96 percent accuracy using numeric 
source data. 

3.03 Given a kit with punching instructions for a sales job 
and 25 IBM cards, the student will prepare a program 
card and ke^rpunch the 25 cards in 35 minutes with 96 
percent accuracy using numeric and alphabetic source 
data. 

3.04 Given a kit with punching instructions for a payroll jol 
and 75 IBM cards, the student will prepare program 
card and keypunch the 75 cards in 1 hour and ^25 minutes 
with 96 percent accuracy using numeric and alpnabetic 
source data.* 

3.05 Given a kit with punching inst^iuctions for an accounts 
receivable job and 145 IBM cards, the student will 
prepare a dual program card and keypunch the 145 cards in 
3 hours with 96 percent accuracy using numeric and 

, alphabetic source data. 
. 3.06 Given a kit with punching instructions for an accounts 
payable job and 152 IBM cards, the student will prepare 
a dual program card and keypunch the 152 cards in 3 
hours with 96 percent accuracy using nuyieric and alpha- 
betic source data. 
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3.07 Given a kit with punching instructions for a Cobol 
program job and 13 IBM cards, the student will prepare 
a program card and keypunch the 13 oards in 30 minutes 
with 96 percent accuracy using numeric and alphabetic 
source data. 

3.08 Given a kit with punching instructions for a Fortran 
program job and 20 IBM cards, the student will prepare 
a program card and keypunch the 20 cards in 40 minutes 
with 96 percent accuracy using numeric and alphabetic 
source data. 

3.09 Given instructor-prepared payroll punching information, 
program card, and 112 IBM cards to be used in four 15- 
minute timings, the student will keypunch 28 cards in 
each 15-minute timing with 96 percent accuracy. 

4.01 Givea instructor-prepared instructions and 4 IBM cards, 
the student will plan the program; card format and key- 
punch the 4 program cards in' 60 minutes with 96 percent 
accuracy. 

5.01 Given a keypunch machine with jammed cards and a sawtooth 
file, the student will remove the cards and keypunch 
instructor-prepared data onto an IBM card to demonstrate 
that the jammed cards were correctly removed and the 
keypunch machine is functioning properly. 
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RECEPTIONIST (State Civil Service Classification) 

The student will be able to obtain, succeed, and advance in 
a Receptionist's position. 

1. Receives visitors, clients, or "customers, 

2. Answers telephone,^ 

3. Keeps record of callers. 

4. Answers routine inquiries. 

5. Makes appointments. 
6r Performs variety of clerical duties. 

7. Uses city telephone directory. 

8. Sorts and files correspondence and other varied 
documents • 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

IrOl Given 5 receptionist jobs in the General Office kit^ 

the student will be able to Tiandle situations promptly 
^ and efficiently with 98 percent accuracy. 

1.02 Given 10 receptionist workbook jobs, the student will 
be able to handle situations accurately, promptly 
and efficiently with 98 percent accuracy. 

1.03 Given 5 receptionist jobs in a secretarial yorkbook, 
the student will be able to handle the situations 
promptly and efficiently with 98 percent accuracy. 

1^04 Given 15 opportunities to act^ as receptionist in the 
school office, the student will^be able to handle all 
situations promptly and efficiently with 98 percent 
accuracy. 

2.01 Given a telephone assimilator and 20 varied situations 
prepared by the instructor, the student will be able 
to handle the situations promptly and efficiently 
with 98 percent accuracy, 

2.02 Given 10 varied telephone jobs from a receptionist 
workbook, the student will be able to answer calls 
promptly and efficiently with 98 percent accuracy. 

2.03 Given 15 opportunities to answer the telephone in the 
school office, the student will be able to handle the 
calls promptly and efficiently with 98 percent accuracy. 

3*01 Given a telephone assimilator, pad, and pen, the stu- 
dent will be able to record 15 incoming calls neatly 
with 100 percent accuracy. 

4.01 Given 20 varied business inquiries prepared by .the 

instructor or taken from a receptionist workbook, the 
student will be able to answer the inquiries promptly 
and efficiently with 98 percent accuracy. 

5.01 Given 25 varied appointment situations from workbook 
or instructor-prepared materials, the student will be 
able to make the appointments with 100 percent accu- 
racy. 
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RECEPTIONIST CpntM 

6.01 Given an Advanced Typewriting Office Practice kit, the 
student will be able to complete all jobs In the kit 
promptly, neatly, and efficiently with 95 percent 
accuracy. 

7.01 Given a list of 25 names, the student will be able to 
locate and list the telephone numbers of the naaes 
in 10 minutes with 98 percent accuracy. 

8.01 Given 50 varied documents, the student will be able to 
code |:he docxmients in AO minutes with 97 percent 
accuracy. 

8.02 Given AO varied dociinents, the student will be able to 
index and cross-reference the documents in 30 minutes 
with 97 percent accuracy. 

^ 8.03 Given 30 coded documents, the student will be able to • 
sort the docimxents in 20 minutes with 97 ^percent 
accuracy using the alphabetic filing system. 
8. OA Given 25 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the geographic filing system. 

8.05 Given 60' coded documents, the student will be able to 
sort the docments in 15 minutes with 97 percent 
accuracy using the nimieric filing system. 

8.06 Given 30 coded documents, the student will be able to' 
sort jthe documents in 20 minutes with 97 percent 
accuracy -using the subject filing system. 

8.07 Given a simulation file kit containing 50 previously 
sorted docijments, the^ student will be able to file the 
documents in 20 minutes with 97 percent accuracy using 
the alphabetic filing syst^. 

8.08 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file the 
documents in 15 minutes with 97 percent accuracy using 
the geographic filing system. 

8.09 Given a simulation file kit containing 70 previously 
sorted documents, the student will be able to file 
the documents in 30 minutes with 97 percent accuracy 
using the numeric filing system. 

8.10 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file 
the -documents in 15 minutes with 97 percent accuracy 
using the Subject filing system. 

8.11 Given a simulation file kit containing 10 misfiled 
documents and a list of the misfiled docimients, the 
student will be able to locate and file the documents 
in 30 minutes with 97 percent accuracy using the 
alphabetic filing system and previously learned rules 

or locating misfiled documents. 

8.12 Given 20 in- and out-cards and information on 20 
records removed from the files, the student will 
complete the in- and out-cards in »15 minutes with 
97 percent accuracy. 
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JOB: TYPIST CLERK I (State Civil Service Classification) 

GOAL: The student will be able to obtain, succeed, and advance in 
a Typist Clerk Vs position* 

TASKS: 1. Types final copy from rough draft; transcribes from 
dictating machine or detailed instructions, forms, 
letters I memoranda, mailing lists, index cards, and 
other material, 
2,. Proofreads varied typed and printed material • 

3, Cuts stencils or master units for use on duplicating 
machine and operates a mimeograph machine, 

4, Sorts and routes incoming mail; folds letters, bills, 
bulletins, and other material for mailing; and 
addresses envelopes on a typewriter, 

5, Checks business forms, extensions, and computations; 
reports discrepancies; posts data to establish forms; 
and makes simple compilatipns ^ 

6, Sorts and files correspondence, checks, vouchers, index 
cards, medical charts, forms, and other material 
numerically, alphabetically, or by predetermined 
classification, 

7, Answers telephone; routes. visitors and telephone calls; 
secures and gives out routine information. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1,01 Given at least 25 varied copies of rough draft 

material, the student will be able to type in final 
form 25 copies of rough draft material with 95 
percent accuracy, 

1*02 Given 20 belts or tapes, the student will be able to 

transcribe a full page of single-spaced typing with no 
more than 3 errors; a half page with no more than 1 
error, 

1.03 Given a typewriting office practice kit, the student 

will be able to type at least 10 varied business forms, 
letters, memoranda, mailing lists, index cards, and 
other docimients with 95 percent accuracy, 

2*01 Given a minimum of 20 varied copies of typed or printed 
material, the student will be able to proofread 20 
varied copies and make necessary corrections with 98 
percent accuracy, 

3.01 Given stencils or masters and 10 varied docimients, the 
student will be able to cut each stencil or master 
with 98 percent accuracy, 

-3.02 Given a mimeograph or spirit duplicating machine, the 
student will be able to reproduce 250 legible copies 
of a stencil or 50 copies of a prepared master within 
5 minutes with proper alignment, balance, and pther 
traits of appearance with 98 percent accuracy, 
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3.03 Given a mimeograph or spirit duplicating inachine and 

necessary cleaning supplies, the student will ba able * 
to clean machines and^add fluid or ink, when needed, 
"^•"in 10 minutes with 95 ^rcent accuracy. 

4*01 Given 20 pieces of incoming mail and data stamp, the 
student will be able to open — except confidential or 
personal — stamp and sort the pieces of mail in 20, 
minutes with 98 pei;cent accuracy, 

4.02 Given a typewriting kit with 10 envelopes and varied 
documents, the student will be able to address the 
envelopes, fold the documents, and insert the documents 
in the envelopes in 15 minutes with 95 percent accuracy. 

5.01 Given a completed weekly payroll register for 10 
employees, the student will verify all figures in 30 
minutes with 100 percent accuracy. 

5.02 Given 10 prepared vouchers and reference materials, the 
student will verify all information in 15 minutes with 
100 percent accuracy. 

5.03 Given 10 completed invoices of varying length, the 
student will verify all figures on the invoices In 20 
minutes with 100 percent accuracy. 

5.04 Given 10 punched time cards, the student will be able 
to jcompute/and verify gross pay in 60 minutes yith 100 
percent accuracy.. 

5.05 Given 10 invoices and 10 accounts receivable ledger 
cards, the student will post the invoices to the ledger 
cards in 10 minutes with 98 percent accuracy. 

6.01 Given 30 coded docments, the student vyill be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using, the alphabetic filing system. 

6.02 Given 25 coded docments, the student will be able to 
sort the docimients in 15 minutes with 97 percent 
accuracy using the geographic filing system. 

6.03 Given 60 coded docments, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the nimieric filing system. 

6.04 Given 30 coded documents, the student will be able to 
sort the dociments in 20 minutes with 97 percent 
accuracy using the subject filing ^system. 

6.05 Given a simulation file kit containing 50 previously 
sorted docments, the student will be able to file the 
docments in 20 minutes with 97 percent accuracy using 
the alphabetic filing systrem. 

6.06 Given a simulation file kit containing 30 previously 
sorted docments, the student will be able to file the 
documents in 15 minutes with 97 percent accuracy using 
the geographic filing system. 
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6.07 Given a simulation file kit containing 70 previously 
sorted documents, the student will be able to file the 
documents in 30 minutes with 97 percent accuracy usingo ' 
the numeric filing system, 

6.08 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file 
the documents in 15 minutes with 97 percent accuracy ; 
using the subject filing system. 

6.09 Given a simulation file kit containing 10 mis filed 
documents and a list of the-misfiled documents, the 
student will be able to locate and file the documents 
in 30 minutes with 97 percent accuracy using the 
alphabetic filing system and previously learned rules 
for locating misflled documents, 

6.10 Given 20 in- and out-cards and information on 20 
records removed from the files, the student will com- 
plete the in- and out-cards in 15 minutes with 97 
percent accuracy, 

7.01 Given a telephone assimilator and 20' varied telephone 
situations prepared by the instructor, the student will 
be able to handle the varied telephone situations 
promptly and efficiently with 98 percent accuracy, 

7.02 Given 10 varied telephone jobs from the receptionist 
workbook, the student will be able to answer calls 
promptly and efficiently with 98 percent accuracy, 

7.03 G?ven l5 opportunities to answer the telephone in the 
school office, the student will be able to handle 15 
calls promptly arid efficiently with 98 percent accuracy, 

7.04 Given a telephone assimilator, pad, and pen, -the student 
will be able to record 15 incoming calls neatly with 
100 percent accuracy, 

7.05 Given 5 receptionist jobs In the general office practice 
kit, the student will be able to handle situations 
promptly and efficiently with 98 percent accuracy, 

7.06 Given 10 receptionist workbook jobs, the student will 
be able to handle situations accurately, promptly^ and 
efficiently with 98 percent accuracy, 

7.07 Given 5 receptionist jobs in a secretarial workbook, the 
student will be able to handle the situations promptly 
and efficiently with 98 percent accuracy ,^ 

7.08 Given 15 opportunities to act as receptionist in the 
school office, the student will be able to handle all 
situations promptly and efficiently with 98 percent 
accuracy. 

49 

39 



0 



t 

• - \ 

\ 

TYPIST CLERK II ^State Civil Service Classification) \ 

The student will be able to obtain, succeed, and advance in 
a Typist Clerk II 's position. 

1. Types varied documents from rough draft or from 
definite instructions; transcribes from the' dictating 
machine* 

2. Composes and types correspondence. 

3. Performs computations and posts statistical records. 

4. Supervises clerical employees engaged in^posting, 
filing, sorting, dictation, and other routine clerical 
work. 

5. Examines varied applications for discrepancies and 
reports to supervisor; conducts a follow-up on each 
discrepancy in person or by correspondence. 

6. Maintains general office files* 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Given 30 varied copies of rough draft material, the 
student will be able to type in final form the varied 
docments with 98 percent accuracy. 

1.02 Given 20 belts or tapes, the student will transcribe a 
full page of single-spaced typing with no more than 3 
errors; a half page with no more than 2 errors; and 
postal cards and envelopes 'with>' no more than 1 error. 

1.03 Given belts or tapes, the student will transcribe memos 
and reports for a period of 30 minutes at a minimum 
rate of 3.0 wpm with 95 percent accuracy. 

2.01 Given 15 varied'^jobs from the typewriting office 

practice kit, the student will be able to type the 
varied forms, letters, memoranda, mailing lists, index 
cards; and other documents with 98 percent accuracy. 

3.01 Given an electronic calculator or ten-key printing 
calculator and a given .set of problems involving addi- 
tion, subtraction, multiplication, and division, the 
student wilt be able to make computations on all jobs 
promptly with 100 percent accuracy. 

3.02 Given a posting machine, cash receipts journal, and 50 
ledger cards, the student will be able to post payments 
to the ledger cards in 60 minutes with 100 percent 
accuracy. 

3.03 Given 10 documents, a report form, and written or oraP 
instructions, the student will list the documents on 
the report 'form in 20 minutes with 98 ^percent accuracy. 

4.01 Given 5 opportunities to supervise and assist class- 
mates in 5 varied clerical jobs, the student will be 
able to supervise classmates with 95 percent accuracy 
using an instructor-prepared checklist. 

AO 
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5.01 Given 25 varied applications for enrollment in any 
course, .the student will be able to verify the applica-% 
tions and follow-up, when necessary, in 60 minutes with 
iOO percent accuracy. 

5.02 Given 10 varied business documents and reference 
materials, the student will check the documents against 
established requirements in the reference materials 

in 50 minutes with 98 percent accuracy. 

5.03 Given 25 varied applications form the typewriting offic 
practice kit, the student will be able to verify the 
varied applications and follow-up, when necessary, with 
98 percent accuracy. 

6.01 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the alphabetic filing system. 

6.02 Given 25 coded documents,, the student will be able to 
sort the documents in 15 minutes with 97 percent accu- 
racy using the geographic filing system. ' 

6.03 Given 60 coded documents,' the student will be able to 
sort the documents in 15 minutes with 97 pergent accu- 
racy using the numeric filing system. 

6.04 Given 30 coded documents, the sttident will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the subject filing sysnem. 

6.05 Given a simulation file kit containing 50 previously 
sorted documents, the student will be able to file the 
document, in 20 minutes with 97 percent accuracy 
using the alphabetic filing system. 

6.06 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file the 
documents in 15. minutes with 97 percent accuracy 
using the geographic, filing system. 

6.07 Given a simulation file kit containing 70 previously 
sorted documents, the student will be able to file the 
documents in 30 minutes with 97 percent accuracy 
using the numeric filing system. 

6.08 Given a simulation file kit containing 30 pteviously 
sorted documents, the student will be able to file the 
documents in 15 minutes with 97 percent accuracy 
using the subject ^filing system. 

6.09 Given a simulation file kit containing 10 misfiled 
documents and a list of the misfiled documents, the 
student vill be abje to locate and file the documents'^ 
in 30 minutes with 97 percent accuracy using the 
alphabetic filing system and previously learned rules 
for locating misfiled documents. 

6.10 Given 20 in- and out-cards and information on .20 
records removed from the file3, the. student will 

^complete the in- and out-cards in 15 minutes with 97 
percent accuracy* 

41 



i 



50B: TRANSCRIBING MACHIN£ OPERATOR 

GOAL: The student will be able to obtain, succeed, and advance 
in a Transcribing Machine Operator's position. 

<s 

TASKS: 1« Transcribes letters, reports, or other recorded data 
using'^tv^nscribing machine and typewriter; addresses 
and stuffs envelopes. 
2. Proofreads varied documents. 

3« Acts as office receptionist by answering the telephone, 
routing calls -and visitors, and giving out routine 
information. 

4. Sorts and files accordiug to alphabetic, geographic, 
numeric, and subject filing system. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES : 

1*01 Given 20 belts or tapes, the student will transcribe a 
full page of single-spaced typing with no more than 3 
errors; a half page with no more than 2 errors; and 
postal cards and envelopes with, no more than 1 error. 

1.02 Given belts or tapes, the stud^t will transcribe memos 
and reports for a period of 30 mii^utes at a minimum , 
rate of 30 wpm with 95 percent accuracy. 

1.03 Given at least 25 varied copies of rough draft mate- 
rial, the student will be able to type in final for© 
the copies of rough draft material with 95 percent 
accuracy. 

1.04 Given a Typewriting Office Practice kit containing 
varied forms such as letters, memoranda, mailing lists, 
index cards and other n^aterials, the student will be 
able to type at least 10 forms with 95 percent^ 
accuracy. * i 

1.05 Given stencils or masters 'and 10 varied' documents, the 
student will be able to cut each stencil' or master . # 
with 98 percent accuracy. 

^ 1.06 Given a typewriting kit with 10 envelopes and. varied, docu- 
ments, the student will be able ^to address the. envelopes, 
fold the docicnents, and insert the documents into the 

envelopes in 15 ninutes with 95 percent accuracy. 

iTo? Given an Advanced Typewriting Office Practice klt> the 
student will be able to complete all jobs in the ,oEfice 
practice kit promptly, neatly, and efficiently with 95 
percent accuracy. ^ ' ^ , 

2.01 Given a minimum of 20 varied copies of typed or 

printed material, the student will be able to proof- 
read the various copies and make necessary corrections 
with 98 percent accuracy. 

3.01 Given 10 receptionist jobs in a clerical workbook,^ the 
student will be able to handle the situations promptly 
and efficiently with 95 percent accuracy. 

i 
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TRANSCRIBING MACHINE OPERATOR Cont'd 

3.02 Given 5 receptionist jobs in a secretarial workbook, 
the student will be able to handle the situations 
promptly and efficiently with 95 percent accuracy • 
73.03 Given 15 opportunities to act as receptionist in the <^ 
^ school office, the student will be able to handle^Ii 

situations promptly and efficiently with 98j?etcent 
accuracy. - ^ ^^.^^^ 

3.04 Given a telephone asslmilator and office situations 
prepared by the instructor, the student will be able 
to handle at least 15 'varied telephone calls promptly 
and efficiently with 98 percent accuracy. 
^ 3.05 Given 10 telephone jobs JErom a receptionist workbook, 
the student will be able to answer calls promptly and 
^efficiently with 98 percent accuracy. 

3.06 Given at least 15 opportunities to answer the telephone 
in the school office, the student will be able to handle 
calls promptly and efficiently with 98 percent accuracy. 

3.07 Given a telephone assimilator, pad, and pen for incoming 
calls, the student will be able to record 15 calls 
neatly with 100 percent accuracy. 

3.08 Given 50 varied business inquiries "prepared by the 
instructor or tasks from the receptionist wcrkVook, 
the student will be able to answer the 50 inquiries 
promptly and efficiently with 95 percent accuracy. 

3.09 Given 25 varied appointment situations from workbook 
or instructor -prepared material, the student will be 
able to make the 25 appointments with 100 percent ac- 
curacy. 

4.01 Given 50 varied .documents, the student will be able to 
code the docjiments in 40 minutes with 97 percent 
accuracy. 

4.02 Given 40 varied documents, ,the student will be able to 
index and cross-reference the documents in 30 minutes 
with 97 percent accuracy. 

4.03 piven 30 coded documents, the student will be' able to 
' sort the documents in 20 minutes with 97 perfcent 

accuracy using the alphabetic filing system. 

4.04 Giyen 25 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the geographic filing system. - 

\ 4.05 Given 60 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the numeric filing system. 
4.06 Giyen 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy 'Using the subject filing system. 
• 4.07 Given a simulation file kit containing 50 previously 

sorted dotuments, the student will be able to file the 
documents in 20 minutes with 97 percent accuracy using 
^ the alphabetic filing system. 
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4.08 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to.file-the. 
documents in 15 minutes with 97 peroent accuracy using 
the geographic filing system* 

4.09 Given a simulation file kit containing 70 previously 
sorted documents, the student will be able to fi]e the 
documents in 30 minutes with 97 percent accurefcy 
using th^ numepic filing system. 

4.10 Given a simulation file kit containing 30 previously 
sorted doc\iment8, the student will be able to file the 
documents in 15 minutes with. .97 percent? accuracy using 
the subject filing system. 

4.11 Given a simulation file kit containing 10 misfiled 
documents and a list of the misfiled documents, the 

^ student will fc^e able to locate and file the documents* 

in 30 minutes with 97 percent accuracy usinj the 
alphabetic fili^ng system and, previously learned rules 
for finding misi^iled documents* 
^^^^^ 4.12 Given 20 in- and\ out-cards and information on 20 

^ records removed from the files, the student will com- 

plete the in- and out-cards in 1^ minutes with 97 
^4>jercent accuracy. i 
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JOB: STENOGRAPHER CLERK I (Statte Civil Service Classification) 



GOAL: The student will be aBle to obtain, succeed, and advance in 
a Stenographer Clerk I's position. 

TASKS: 1. Takes and transcribes dictation coiicisting of letters, 
reports, statements, memoranda, and other material. 

2. Independently composes! and types c$imple form letters or 
letters of a standardized nature. 

3. Compiles and types departmental reports of a nontechnical 
and simple nature. 

4. Sorts and distributes incoming mail; folds, seals, and 
addresses outgoing mall. 

3.' Files various materials alphabetically, numerically, or 
accordi:ng to a predetermined classification. 

6. Cuts mimeograph stencils and operates a mimeograph 
machine; operates other simple office machines. 

7. Types purchase orders, payrolls, reports, bulletins, ^ 
index cards, and similar material. 1 

8. Performs routine tasks in keeping financial records and 
accounts. * 

9. Answers the telephone and acts as office receptionist; 
routes calls and visitors; gives out routine information. 

PERFORMANCE OBJECTIVLti AND CRITERION-REFERENCED MEASURES: 

1.01 Given dictation from new material at 80 wpm for 3 
minutes, the student will be able to write in shorthand 
and transcribe 3 letters with no more "than 9 errors. 

1.02 Given 20 belts or tapes, the student will transcribe a 
full page of siTigle-spaced typing with no more than 3 
errors; a half page with no more than 2 errors; and 
postal cards and envelopes with no more than 1 error. ' 

1.03 Given belts or tapes, the student will transcribe memos 
and reports for a period of 30 minutes at a minimum 
rate of 30 wpm with 95 percent accuracy. 

2.01 Given 20 varied textbook or instructor-prepared letter- 
writing situations, the student will be able to compose 
the responses for each situation with 95 percent 
accuracy. 

3.01 Given at least 23 varied copies of rough draft material, 
the student will be able to type in final form the copies 
of rough draft material with 95 percent accuracy. 

3.02 Given a minimum of 20 varied copies of typed or printed 
material, the student will be able to proofread the. 
various copies and make necessary corrections with 98 
percent accuracy. 

3^03 Given a typewriting kit with 10 envelopes and varied 
•documents, the student will be able to address the 
etivelopes, fold the documents, and insert the 
documents into the envelopes in 15 minutes with 95 
percent accuracy. 
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4*01 <Jlven ^0 pieces of incoming mail and date stamp, the 
student will be able to open — except confidential or 
personal — stamp, and sort the mail in 20 minutes \^ith 
percent accuracy. 

4.02/Given 20 pieces of mail, a postage scale, and a postage 
>^ meter, the student will be able to place the correct 
amount of postage on each piece of mail in 30 minutes 
with 100 ;;$erc^t accuracy. 

4.03 Given 100 envelopes, addresses, and a U.S. Zip Code 
Directory, the student will be able to record the 
correct Zip Code for each 8ddf8Ss in 50 zainiite^ ^'J-th 
100 percent accuracy. 

5.01 Given 50 varied documents, the student will be able to 
code the documents in 40 minutes with 97 percent accu- 
racy. 

5.02 Given 40 varied documents, the student will be able to 
index and cross-reference the documents in 30 minutes 
with 97' percent accuracy. 

5.03 Given 50 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the alphabetic filing system. 

5.04 Given 25 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the geographic filing system. 

5.05 Given 60 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the numeric filing system. 

5.06 Given 30 coded documents, the student will be able to 
sort the documents in 20 rlnutes with 97 percent 
accuracy using the subject filing system. 

5.07 Given a simulation file kit containing 50 previously 
sorted documents, the student will be able to file 
the documents in 20 minutes with 97 percent accuracy 
using the alphabetic filing system. 

5.08 Given a simulation file kit containlnj^ 30 previously 
sorted documents, the student will be abl'e to file the 
documents in 15 minutes with 97 percent accuracy using 
the geographic filing system. 

5.09 Given a simulation file kit containing 70 previously 
sorted documents, the student will be able to file the 

\ documents iiT 30 minutes with 97 percent accuracy using 

the numeric filing system. 
\ '5.10 Given a simulation file kit containing 30 varied 
\J previously sorted documents, the student willxbe able 

to file the documents in 15 minutes with 97 percent 
■ accuracy using the subject filing system. 

,5.11 Given a simulation file kit containing 10 misfiled 
documents and a list of the misfiled documents, the 
student will be able to locate and file the documents 
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in 30 minutes with 97 percent accuracy using the 

alphabetic filing system and previously learned rxiles 

for misfiled dociments* 
5.12 Given 20 in- and out-cards and information pn 20 

records removed from the files, the student will 
j complete the in- and out-cards in 15 minutes with 97 

|. percent accuracy on records removed from the files. 

I 6.01 Given stencils or masters and 10 varied documents, 

the student will be able to cut each stencil .or master 

with 98 percent accuracy. 

6.02 Given a mimeograph or spirit duplicating machine, the 
student will be able to reproduce 250 legible copies 
of a stencil or 50 copies of a prepared master with 
proper alignment, balance, and other traits' of appear- 
ance within 5 minutes with 98 percent accuracy. 

6.03 Given a mimeograph or spirit duplicating machine and 
necessary cleaning supplies, the student should be 
able to demonstrate ability to clean machine and add 
ink or fluid, when needed, within 10 minutes with 95 
percent accuracy. 

7.01 Given a typewriting office practice kit containing 
^10 varied forms such as letters, memoranda, mailing 
lists, index cards, and other materials, the student 
will be able to type the forms with 95 percent 
accuracy. 

8«01 Given 10 punched time cards, the student will be able 
to compute and verify gross pay in 60 minutes with 95 
percent accuracy. 

9.01 Given a telephone assimilator and 20 varied situations 
^ prepared by the instructor, the student will be able 

to handle the situations promptly and efficiently with 
98 percent accuracy. 

9.02 Given a telephone assimilator, pad, and per, the stu- 
dent will be able to record 15 incoming calls neatly 
with 100 -percent accuracy. 

9.03 Given 20 varied business inquiries prepared by the 
instructor or taken from the X^ceptionist workbook, 
the student will be able* to an^v^r the inquiries 
promptly and efficiently with 9S\percent accuracy. 

9.04 Given 25 varied appointment situations from workbook 
or instructor-prepared materials, the student will be 
able to make the appointments with lOtk percent 
accuracy. 
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JOB: STENOGRAPHER CLERK II (State Civil Service Classification) 



GOAL: The student will be able to obtain, succeed, and advance in 
a Stenographer Clerk II *s position* 

TASKS: 1. Reads incoming mail and assembles files and other mate- 
rial to facilitate reply by, a superior. 

2. Composes and, types correspondence requiring knowledge 
of departmental operations and regulations, which may 
not be reviewed by a 'superior. 

3. Takes and transcribes dictation of letters, memoranda, 
articles, addresses, and other material; may take and 
transcribe difficult and specialized terminology. 

4. Maintains mailing lists and is responsible for mailing 
circulars or releases periodically. 

5. Maintains general office files, simple account records, 
and a variety of other office records. 

6. Types minutes of official meetings, tabular data, 
accounting reports, forms, payroll, specifications, 
and other material from rough draft, dictating machine 
cylinders, or instructions. 

7. Supervises several clerical employees engaged in posting, 
filing, sorting, taking dictation and typing in a 
clerical pool, or other routine work; sees that proce- 

• dures are followed, maintains production, and checks 
the more difficult work. 

8. Answers telephone or acts as office receptionist, routes 
office calls and* visitors, gives out formation to the 
public in reference to departmental services, policies 
or regulatiions. 

9. Performs routine tasks in keeping financial records and 
accounts. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 



1.01 Given 20 pieces of incoming mail and date stamp, the 
student will be able to open, stamp, sort, read, and 
assemble files to facilitate replies by a superior 
with 95 percent accuracy. 

2.01 Given 20 varied textbook or instructor-prepared letter- 
writltig situations, the' student will be able to compose 
the responses for each situation with 95 percent 
accutacy . 

3.01 Given dictation from new material at 80 wpm for 3 

minutes, the student will be able to write in shorthand 
and transcribe 3 letters with no more than 9 errors ♦ 

4.01 Given 20 pieces of mail, a postage scale, and a postage 
meter, the student will be able to place the correct 
amount of postage on each piece of mail in 30 minutes 
with 100 percent accuracy. 
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4.02 Given 100 envelopes, addresses, and a U.S. Zip Code 
Directory, the student will be able to record 'the cor- 
rect Zip Code for each address in ^0 minutes with 

100 percent accuracy. 

5.01 Given 50 varied documents, the student will be able to 
code the documents in 40 minutes with 97 percent 
accuracy. 

' 5.02 vGiven 40 varied documents, the student will be able 
to index and cross-reference the documents in 30 
minutes with 97 percent accuracy. 

5.03 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the alphabetic filing system, 

5.04 Given 25 coded documents, the student will be rble to 
sort the documents in 15 minutes with 97 perceu*. 
accuracy using the geographic filing system'. 

5.05 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 

•accuracy using the subject filing system. 

5.06 Given 60 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the numeric filing system. 

5.07 Given a simulation file kit containing 50 previously 
sorted documents, the student will be able to file 
the documents in 20 minutes with 97 percent accuracy 
using the alphabetic filing system. 

5.08 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file the 
documents in 15 minutes with 97 percent accuracy using 
the geographic filing system. 

5*09 Given a simulation file kit containing 70 previously 

sorted documents, the student will be able to file the 
documents in 30 minutes with 97 percent accuracy using 
the numeric filing system. 

5.10 Given a simulation file kit containing 30 previously' 
sorted documents, the student will be able to file the 
documents in 15 minutes with 97 percent accuracy using 
the Subject filing system. 

5.11 Given a simulation file kit containing misfiled docu- 
ments and a list of the misfiled documents, the student 
will be able to locate and file 10 documents in 30 
minutes with 97 percent accuracy using the alphabetic 
filing system and previously learned rules for misfiled 
documents. \ 

5.12 Given 20 in- and out-cards and information on 2Q records 
removed from the files, the student will complete the 
in- and out-cards in 0L5 minutes with 97 percent accu- 
racy on records removed from the files. 
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6.01 Given at lesst 30 varied copies of rough draft material, 
the student will be able to type the copies of rough 
draft laaterlal in final form with 95 percent accuracy, 

6.02 Given typewriting office practice kit, the student will 
be able to type at least 15 each of various forms, let- 
ters, memoranda, mailing lists, index cards, and other 
materials with 95 percent accuracy. 

6.03 Given 20 belts or tapes, the student will transcribe a 
full page of single-spaced typing with no more than 3 
errors; a half page with no more than 2 errors; and 
postal cardsj and envelopes with no more than 1 error. 

6.04 Given belts or tapes, the student will transcribe memos 
and reports for a period of 30 minutes at a minimum r-ate 
of 30 wpm with 95 percent accuracy. 

6.05 Given an advanced typewriting office practice kit, the 
student will be able to complete all jobs in office 
practice kit promptly, neatly, and efficiently with 95 
percent accuracy. 

7.01 Given at least 10 opportunities, the student will be 
able to supervise and assist classmates in 10 varied 
, clerical jobs with 95 percent accuracy using an instruc- 
tor-prepared checklist. 

8.01 Given 5 receptionist jobs in the general office practice 
kit, the student wili be able to handle situations 
promptly and efficiently yith 95 percent accuracy. 

8.02 Given 10 receptionist workbook jobs, the student will be 
able to handle situations promptly and efficiently with 
95 percant accuracy. 

8.03 Given 5 receptionist jobs in secretarial workbook, the 
student will be able to handle situations promptly and 
efficiently with 95 percent accuracy. 

8.04 Given 15 opportunities to act as receptionist in school 
office, the student will be able to handle all situations 
promptly and efficiently with 98 percent accuracy. 

8.05 Given a telephone assimilator and office situations 
prepared by instructor, the student will be able to • 
handle at least 15 varied telephone calls promptly and 
efficiently with 98 percent accuracy. 

' 8,06 Given 10 telephone jobs from receptionist wprkbook, the 
student will be able to answer calls promptly and 
efficiently with 98 percent accuracy. ' 

8.07 Given at least 15 opportunities to answer telephone in 
school office, the student will be able to handle calls 
promptly and efficiently with 98 percent accuracy. 

8.08 Given a telephone assimilator, pad, and pen, for incoming 
calls, the student will be able to record 15 calls neatly 
with 100 percent accuracy. 
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8 .09 Given 50 varied business inquiries prepared by the 
instructor or taken from the receptionist workbook, 
the student will be able to answer the inquiries 
promptly and efficiently with 95 percent accuracy* 

8*10 Given 25 varied appointment situations from workbook 
or instructor-prepared material, the student will be 
able to make the 25 appointments with 100 percent 
accuracy • 

8*11 Given a list of 25 names, the student will be able to 
locate and record the , telephone nimibers of the 
n;imps wfthlTi 30 m'fnut'pR with 98 nprrpnt* «p/*iirapv. 

9.01 Given 10 punched time cards, the student will be able 
to compute and verify gross pay in 60 minutes, with 

95 percent accuracy • 

9.02 Given 10 forms, payroll register tax schedule, and 
other deduction information, the student will be able 
to compute and verify net pay in 60 minutes with 95 
percent accuracy. 

9.03 Given a ten-key printing calculator and 30 varied Jobs, 
the student" will be able to pperate machine with touch 
system for 3 minutes at a -minimum rate of 75 digits 
per minute with a maximum of 3. errors." 

9.04 Given 10 payroll register forms and employee earnings 
records, the student will be able to complete and 
verify in 60 minutes with 95 percent" accuracy.' 

9.05 Given 10 employee earnings records and state and 
federal quarterly and yearly payroll report forms, the 
student will be able to complete the forms in 60 
minutes with 100 percent accuracy. 

9.06 Given 10 checks and supporting payroll register, the 
' student will ba able to complete check stubs and 

prepare the payroll checks in iO minutes with 100 
percent accuracy. 
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JOB: SECRETARY 

GOAL: The student will be able to obtain, succeed, and advance in 
a Secretary's position. 

TASKS: 1. Takes and transcribes dictation, ^with a high degree of 
accuracy, consisting of general and statistical reports 
and correspondence, and other material of a confidential 
nature by shorthand methods and/or from a machine. 

2. Operates simple office equipment. 

3. Types varied documents. 

4. Dates, stamps, sorts, and allocates mail delivered to 
the office; folds,, seals, and addresses outgqing mail. 

5. Maintains general office files, technical and confiden- 
tial files; locates and retrieves filed documents. 

6. Answers telephone and/or acts as office receptionist, 
" routes office calls and visitors, and gives out 

information to the public. 

7. Secures, compiles, and assembles data from general 
references and statistical docxmients, 

8. Keeps records of financial transactions and accounts. 

9. Composes, edits, and* proofreads va ried statistical 

' documents, correspondence, reports, and other material 
requiring knowledge of the office regulations and 
^..px^licies. 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED >IEASURES : 

1.01 Given, dictation containing varied information, the 
student will be able to write in shortliand outlines at 
the rate of 90 wpm for 3 minutes with 98' percent accuracy. 

1.02 Given 20 belts or tapes containing varied^ information, 
the student will transcribe a. full page of single- 
spaced typing with no more than 3 errors; a half paga 
with no more than 2 errors; and cards containing 
numerical information with no moxe than 1 error. 

1.03 Given belts or tapes containing varied information, 
the student will transcribe memos and lepor.ts for a 
period of 30 minutes at a minimum rate of 30 wpm^ 
with 95 percent accuracy. ^ 

2.01 Given a ten-key adding machine and 20 varied jobs, the 
student will be able to operate the machine vith the 
touch system for 3 minutes at a miniravm rate* of 100 
digits per minute with a maximum of 3 errors. 

2.02 Given a ten-key printing calculator and 25 varied jobs, 
the student will be able to operate the machine with 
the touch system for, 3 minutes at a minimum rate of 
100 digits per minute with a maximum of 3 errors. 

2.03 Given a full-keyboard adding listing machine and 20 
varied jobs, the student will be able to operate 
machine for 3 minutes at a minimum rate of 100 \ digits 
per minute with a maximum of 3 errors. \ 

^ ^ \ 
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£•04 Given an electronic calcul'&tor and 40 varied jobs, the 
student will be abie to operate machine at a minimtnn 
rate of 60 digits per minufe for 3 minutes with 90 
percent accuracy. 

2.05 Given an electronic calculator and a given set of 

problems involving addition, subtraction, multiplica- 
tion, and division, the student \^ill be able to operate 
machine with 90 percent accuracy. 

2^6 Given stencils or masters and 10 varied documents, the 
student will be able to cut each stencil or master with 
98 percent accuracy. 

2.07 Given a mimeograph or spirit. duplicating machine, the 
student will be able to reproduce 250 legible copies 
of a prepared stencil or 50 legible copies of a prepared 
master with proper alignment, balance, and other traits 
of appearance within 5 minutes with 98 percent accuracy. 

2.0,8 Given a mimeograph or spirit duplicating machine and 
, necessary cleaning supplies, the student will be able 
to clean machine and, when needed, add< fluid or ink 
in 10 minutes with 95 percent accuracy. 

2.09 Given statement forms, current charges, and a copy 

ma chine , the s tudent wil l be able_toj^ojiuc^e_J^egibl^ 

copies according to the instructor's direction^ with 
100 percent accuracy. 

3.01 Given a minimum of 20 varied copies of typed or printed 
statistical material, the student will be able to 
proofread the copi^es and make necessary corrections 
with 98 percent accuracy. 
'3.02 Given statistical data, the student will be able to 
type from handwritten copy a table of four columns 
(6-10 lefctef characters per line), 10 lines per column - 
" with 100 percent accuracy. 

3.03 Given numbers in tabular form, the student will be able 
to type at a rate of 100 figures per minute for 3 
minutes with 100 percent accuracy. 

4.01 Given 20 pieces of incoming mail and date stamp, the 
student will be able to open — except confidential or 
personal — stamp, and sort the mail in 20 minutes with 
98 percent accuracy. . i 

4.02 Given 20 pieces of mail, a postage scale, and a postage 
meter, the student will be able to place the correct 
amount of postage on each piece of mail in 30 minutes 
with 100 percent accuracy. 

4.03 Given 100 envelopes, addresses, and a U.S. Zip .Code 
Directory, the stuiient will be able to determine the 
correct Zip Code for each address in 50 minutes with 
100 percent accuracy. 

4.04 Given a typewriting kit with 10 envelopes and varied 
documents, the student will be able to address the 
envelopes, fold the document^, and insert them into 
envelopes in 15 minutes with 95 percent accuracy. 
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5.01 Given 50 varied documents, the student will be able to 
code the documents in 40 minutes with 91 percent 
accuracy. 

5.02 Given 40 varied documents, the student will be able to 
index and cross-reference the documents in, 30 minutes 
with 97 percent accuracy. 

5.03 Given*'30 coded documents, the student will able to 
sort the documents in 20 minutes with 97 percent 

, accuracy using the Alphabetic filing system. 

5.04 Given 25 coded docximents, the student will be able to 
sort the documents in 15, minutes with 97 percent 
accuracy using the geographic filing system. 

5.05; Given 60 coded documents, ^the student will be able to 
sort the documents in 15' minutes with 97 percent 
accuracy using the numeric filing system. . 

5.06 Given 30 coded documents, the student will be able to 
sort the documents in 20 miilutes with 97 percent 
accuracy using the subject filing system. 

5.07 Given a simulation file kit containing 50 previously 
sorted documents, the student will be able to file 
the documents in 20 minutes with' 97 percent accuracy 
using the alphabetic filitig system; 

5.08 Given a simulation fil^ kit containing 30 previously 
sorted. documents, the student will be able to file 
the documents in 15 minutes with 97 percent accuracy 
using the geographic filing system. 

5.09 Given a simulation file kit containing 70 previously 
sorted documents, the student,^will be able to file the 
documents ' in 30 minutes with 97 percent accuracy using 
the numeric filing system. 

5.10 Given a simulation^ file kit containing 30 previously 
sorted documents, the student will be able to file the 
documents in 15 minutes with 97 percent accuracy using 
the subject filing system. 

5.11 Given a simulation file kit containing^ 10 misfiled 
documents and a list of the misfiled documents, the 
student will be able to locate and file the documents 
in 30 minutes with 97 percent accuracy using the 
alphabetic filing system and previously learned rules 
for locating misfiled documents. 

5.12 Given 20 in- and out-cards and information on 20 
records removed from the files, the student will 
complete the in- and out-cards in IS minutes with 
97 percent accuracy. 

6.01 Given 5 receptionist jobs in^ a secretarial workbook, 
the student will be able to handle t\s^ situations 
promptly and efficiently with 98 percent accuracy. 
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6.02 Given 15 opportunities to act as receptionist in the 
school office, the student will be able to handle all 
situations promptly and efficiently with 98 percent 
accuracy, 

6.03 Given a telephone assimilator and 20 varied situations 
prepared by the instructor, the student will be able 
to handle the situations promptly and efficiently with 
98 percent accuracy. 

6.04 Given 10 varied telephone jobs frop the receptionist 
^ worfcbook, the student will be ^blc to answer calls 

promptly and efficiently with 98 percent accuracy. 

6.05 Given a telephone assimilator, pad,, and pen, the 
student will be able to record 15 incoming calls neatly 
with 100 percent accuracy, 

6.06 Given 25 varied appointment situations from workbook 
or ina true tor-prepared material,* the student will 
be able to make the appointnents with 100 percent 
accuracy, 

7.01 Given 10 varied documents and instructor-prepared 

directions, jthe student, using selected sta\:istical 
data frxym documents, wil J .compile a report in 60 
minutes with 100 percent accuracy, 

8.01 Given 10 prepared invoices and an adding machine, the 
student will be able to check the computations on tl^e 
invoices in 20 minutes with 98 percent accuracy, 

8.02 Given 15 opportunities using checks and various 
denominations of money, the student will be able to 

' > cash checks or make change as instructed in 30 minutes 

with 100 percent accuracy, 

8.03 Given 12 oppprtunities, the student will be able to 
vetify amounts on deposit slips, examine checks for 
appropriate endorsement, and initial and stamp deposit 
slips in 60 minutes with 98;percent accuracy. 

8.04 Given 20* charge slips, customer names, and addresses, 
the student will be able to prepare^ the necessary 
statements and envelopes in 60 minutes with 98 percent 
accuracy. , ^ 

8.05 Given 10 punched time cards, the student will be able 
to compute and verify gross pay in 60 minutes with 
100 percent accuracy. 

8.06 Given 10 forms, payroll register, tax schedules, and 
other deduction information, the student will be able 
'to compute and verify net pay in 60 minutes with 100 
percent accuracy. 

8.07 Given 10 payroll forms and employee earnings records, 
the student will be able to complete and verify in 

20 minutes with 100 percent accuracy • ' 

8.08 Given a checkbook and ^upporti^ payroll register, the 
student will be able to prepare 10 payroll checks and 
complete check stubs in 20 minutes with 100 percent 
accuracy. 
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8.09 Given a completed payroll register on 10 employees and 
an adding machine, the student ^will be able to prepare 
the reports on socl^ security ^ insurance » and other 
withholding deductions in 60 minutc^s with 100 percent 
accuracy, 

9.01 Gtyen 20 Varied textbooks or instructor-prepared 
letter-writing situationii» the student will be able to 
compose the response for each situation with 95 percent 
accuracy. 

9.02 GiVen 10 varied business doc\ments and reference 
materials, the* itudent will be able to check the 
do^iuments against established "requirements in the 
reference materials in 50 minutes with 98 percent 

f accuracy • 

i 
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JOB: LEGAL SECRETARY 

GOAL: Tlie student will be able to obtain, OcUice^d, ^and advance in 
a Legal Secretary/ s position.- 

» 

TASKS: 1.- Organizes and maintains office files, Using alphabetic, 
numeric, and subject file systems; locates and retrieves 
' filed documents. ^ 

2. l^pes varied legal documents from dicta»il6n, hand- 

• . * written drafts, "and corrected rough drafts which requires 
a knowledge of legal forms, terminology, and procedures. 

3. Takes and transcribes legal and confidential dictation 
consisting of letters, memos, reports; and mailuscripts 
by^§horthand methods and/or from a machine requiring a 
high degree of accuracy. 

4. Independently composes and types pimple form letters 
and inquiries of a Rt^ndardized nature, such as a 

» request for accident reports, etc. 

5. Operates .simple office machines, supervises care o? 
office equipment, and handles service calls. 

6. Takes inventories and makes requisitions for office 
supplies and materials. 

7. Reads incoming mail—except that marked confidential 
1 .and^4ierfiDiial==ripr£pares_c.a^^ 



and other materfals to facilitate replies by superior. 

8. Uses postage meter to process. outgoing mail and keeps 
postage meter record. 

9. Receives visitors aiid clients. 

10*. Answers telephone, keeps tecord of callers, makes 

appointments and enters them in calender file, and • 
gives out information to the public in answer to 
routii)e inquiries. , ' 

11. Conducts research independently pr upon request ♦ 
, 12. Records •fee payments, isques receipts, marks clients' ^ 
ledger cards, and posts accounts journal. 

13. Brings clients* ledger cards up to date and preparers 
clients* statements or photocopies clients^ ledger 
cards which will ser^je as end-of-mohth statements,, ^ * 

14. Makes bank deposits and maintains a petty cash fund.' 

15. Computes employees* wages and writes checks. ^ • 
t 16. Prepares employer and. employee reports. 

17. .Demonstrates initiative and responsibility by organiz- 
ing activities accordii^ to priorities. 

PERFORMANCE. OBJECTIVE AND CRITERION-REFERENCED MEASURES: , , 



1.01 Given Legal Of.fice Procedures Practice set, the student 

rm tl 
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will 5fe-4ble perform the activities as indicated in 
the sec with 98 percent accuracy. 



57 



LEGAL SECRETARY Cont'cf ' ' -. - 

1.02 Given 50 varied documents, the student .will be able to 
, s. code the docximents in 40 minutes with 97 percent 

•accuracy. 

1.03 Given 30 coded documents, the student will be able to 
sort the 'dopximents in 20 minutes with 97 percent 
accuracy using the alphajbetic filing system. • 

1,0.4 Given 60 coded documents, the student will be able to 
* sort the documents in 15 minutes with 97 percent . 

accuracy .using che numeric filing system. 
1.05 Given 30 coded documents, the student will be ^ble to 
sortethe documents in 20 minutes with 97 percent , 
accuracy using the subject filing system, 
1.06-^Given a simulation file kit containing 50 previously . 
sorted documents*, the student will be able to file 
the documents' in 20 minutes vith 97 percent accuracy 
* using the alphabetic filing system. 
1.97' Given a. simulation file kit 'containing 30 previously 
** , ' sorted docxments, the student will be able to file 

the documents in X5 minutes with 97 percent jtocuracy- 
using the subject filing^ system. * i ^ 
1*08 Given a simulation file kit containing 70 previously 

' sorted do^cumentSy the 'student will be able to file 

the documents in 30 minutes witlf 97 percent accuracy 
sing the numeric filing system, 
en a simulation file kit containing 10 misfiled 
4o^ents, a list of the misfiled documents, and using 
ously 'learned rules for locating misfiled docu- 

^ , the student will be able* to locate and file 

the documents in 2iD minutes with 97 percent' accuracy 
using* the alphabetic filing systfem. 
Given dictation from the Legal Office Prc^cedures 
Practice^ difetaticgi booklet, the student Mil be able 
*to transcribe at 30 wpm with all errors /corrected* 
neatly in acceptable format according td S&gjgal 
'Office Typing Manual . 

Given 20 bel^s or tapes, the student will transcribe 
legal [documents at 30 wpm in acceptable format 
according to Le^al Office Typitxg manual with lOQ 
percent accuracy. * 
Given 25 varied copies of rough-draft nSfrerial 
(handwritten or corrected), the student \^ill* be able 
to* type the copies In final form at 50 wpm with no 
more than 2 errors. 
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2.04 Given 80 legal vocabulary words, the student will be 
able to correctly spell and define with 95 percent 
accuracy. 

2.05 Given a minimum of 20 varied copies of typed or 
printed material, the student will be able to proofread 
the copies and make necessary corrections with 100 
percent accuracy. 

3.01 Given dictation "from new material at 80 wpm for 3 
minut^, the student will bs able to write in shorthand 
and transcribe 3 letters or reports with no more than 

9 errors. ^ 

3.02 Given dictation at 80 wpm, the student will\e able to 
transcribe at 30 wpm the shorthand notes for 3 letters 
of medium length into mailable copy and address an 
envelope for each letter. 

3.03 Given 10 envelopes and a list of addresses, the student 
will mpnually address the envelopes in 5 minutes with 
100 percent accuracy. 

4.01 Given 20 varied textbook or instructor-prepared 
letter-writing situations, the student will be able 
to compose the responses for each situation with 95 
percent accuracy. 

^ 5.01 Given a ten-key printing calculator and 30 varied jobs, 
the student will be able to operate the machine at a 
minimum. rate of 60 digits per minute for 30 minutes 
with 100 percent accuracy. 

5.02 Given a ten-key adding machine and 20 varied jobs, the 
student will be able to operate the machine with the 
touch system for 3 minutes at a ninimum rate of *100 
digits per minute with a maximum of 3 errors. 

5.03 Given 5 instructor-prepared machine problems, the 
student will write letters stating the problems and 
requesting service for each machine. 

6.01 Given a price list, requisition forms, and 10 

instructor-prepared orders for office supplies, the 
student will be able to prepare the requisition forms 
with 100 peiftent accuracy. 

7.01 Given 25 pieces of incoming mail, date stamp, sorting 
trays, and calendar, the student will be able to open,, 
read, sort, enter necessary information on calendar 
sheet, pull necessary files, md distribute the mail 
^ and related files in 60 minutes with 97 percent 
accuracy. 

* 8.01 Given 30 pieces of outgoing mail, postage scale* U.S. 

Postal Manual, and a postage meter, the student will 
be able to place correct amount of postage on i.dch 
piece in 30 minutes with 100 percent accuracy. 
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8,02 Given a postage meter, a postage meter record book, and 
50 pieces of varied mail each/day, the student will be 
able to maintain the postage meter record for one week, 
making daily entries in the meter book with 100 percent 
accuracy. * ' 

9.01 Given 5 receptionist jobs in the General Office Practice 
kit, tiie student will be able to handle the situations 
promptly and efficiently with 98 percent -accuracy. 

9.02 Given 15 opportunities to act as receptionist in the 
\ school office, the student will be able to handle all 

situations promptly and efficiently with 98 percent 
accuracy. / 

10.01 Given a telephone assimilator and 20 varied situations 
prepared by the Instructor, the student will be able to 
handle the situations promptly and efficiently with 98 
percent accuracy • 

10.02 Given 10 varied telephone jobs from the receptionist 
workbook, the student will be able to handle the calls 
promptly and efticiently with 98 percent accuracy. 

10.03 Given a telephone assimilator, pad, and pen, the student 
i will be able to record 15 incoming calls neatly with 100 
J percent accuracy. 

10. 04 Given 15 varied business inquiries prepared by the 
instructor or taken from a receptionist workbook, the 

i student will be able to answer the inquiries promptly 

and efficiently with 98 percent accuracy. 

10.05 Given 25 varied appointment situations from a workbook 
or instructor-prepared material, the student will be 
able to make the appointments by entering each on the, 
calendar with 100 percent accuracy. 

ll.Ol Given an indjtructor-prepafed problem for research • 

such as the|probate procedure within a particular state, 
the student iwill be able to list the general routine 
or steps of probate, the check list for probate, and 
other signif^jLcant information in the form of notes on 
* separate sheets. 

12.01 Given 10 ins uruc tor- prepared jobs or jobs from the 
legal Office Procedures Job Booklet , the student will 
be able to complete the jobs using the pegboard system 
with 97 percent accuracy. 

12.02 Given 10 opportunities and a receipt book, the student 
will be able to\accept payment and issue receipts in 
30 minutes with 100 percent accuracy. 

12.03 Given 10 account^ payable or fees payable, blank 
checks, check stups, check register or cash disburse- 

\ ments journal, thk student wi31 be able to pay amounts 

owed according to instructor's directions, writing 
. checks in accordance with ABA requirements and filling 
\ in check stubs in 39 minutes with 100 percent accuracy. 
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13.01 Given 10 clients ' ledger cards and instructor-pprepared 
directions for fees to be charged, the student will 
date and enter fee charges, list "services performed, 
date, total, photocopy bills and prepare for mailing 
with 100 percent accuracy. 

14.01 Given 10 checks, currency and coins, and bank deposit 
slips, the stxident will be able to fJ-11 out deposit 
slips, using. ABA numbers for check identification, and 
endorse checks with restrictive endorsements with 100 
percent accuracy. 

14.02 Given 5 opportunities, the student will prove the petty 
cash fund daily for one week with 100 percent accuracy. 

15.01 Given 10 forms, payroll register, tax schedules, and 
other deduction information, the student will be able 
to cbmpute and verify net pay in 60 minutes with 100 
percent accuracy. 

15.02 Given 10 payroll forms and employees' earnings records, 
the student will be able to prepare the payroll, 
complete check stubs, and write checks in 20 minutes 
with 100 percent accuracy. 

16.01 Given a completed payroll register on 10 employees and 
an adding machine, the student will be able to prepare 
reports on so^"^ security, insurance, and other 
withholding deU'JCtions in 60 minutes with 100 percent 
accuracy. 

16.02 Given 10 employee earnings records and state and 
federal quarterly ^and yearly report forms, the student 
will be able to complete the forms ^in 60 minutes with 
100 percent accuracy. 

17.01 Given a Legal Office Procedures Practice set of 23" job 
" assignments for 5 days of secretari<?.l wotk in a law r 

office, the student will be abl': to perform the * 
activities outlined in 5 days with 98 percent accuracy. 

17.02 Given 5 prescheduled daily calendars, the student will , 
remind the instructor, as if he were a lawyer, of his 
time schedule. ' 
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JOB: MEDICAL SECRETARY 

GOAL: The student will be able to obtain, succeed, and advance in 
a Medical Secret?try*s position. 

TASKS: 1. Types varied documents using medical terminology. 

2. Operates simple office equipment. 

3. Takes and transcribes confidential medical dictation 
by shorthand methods and/or from a machine requiring 
3 high degree of accuracy. 

4. i)ate stamps, sorts, and allocates mail delivered to the 
office; folds, seals, and addresses outgoing mall. 

5. Organizes and maintains office files and locates and 
retrieves filed documents. 

6. . Answers telephone and/or acts as office receptionist, 

routes office calls and visitors, and gives out informa- 
tion to the publijp. 

7. Secures, compiles^ and assembles data from general 
references and* medical manuals. 

8. Keeps records of financial transactions and accounts. 

9. Composes, edits., and proofreads various medical documents, 
correspondence, reports, and other material requiring 
knowledge of the office regulations and policies. 

10. Prepares doctor's appointment Calendar and assembles 

files and other related materials to facilitate replies 
to patients, insurance companies, and others. 

PERFORI'IANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Given straight printed or handwritten copy containing 
medical terminology, the student x^ill be able to type 
at a rate of 50 wpm for 5 minutes with no more than 

2 errors. 

1.02 Given a corrected or handwritten draft of approximately 
300 words, the student will produce a double-spaced, 

^ corrected or error-^free copy in 15 minutes. 

1.03 Given a handwritten copy of a business Tetter of average 
length, the student will be able to , produce a mailable 
letter with one carbon copy^ and an addressed envelope 

in 10 minutes. 

^ 1.04 Given a minimum of 20 varied copies of typed or printed 

materials, the student will be able to proofread the 
copies and make necessary corrections with 98 percent 
accuracy. 

2.01 Given a ten-key adding machine and 20 varied jobs, the 
student will be able to operate machine with the touch 
system for 3 minutes at a minimum rate of 100 digits per 
minute with a maximum of 3 errors. 

2.02 Given a ten-key printing calculator and 25 varied jobs, 
the student will be abl^ to operate machine with the 
touch system for 3 minutes at a minimum rate of 100 
digits per minute with a maximum of 3 errors.. 
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2.03 Given a mimeograph or spirit duplicating machine, the 
student will be able to reproduce 250 legible copies 
of a prepared stencil or 50 copies of a prepared 
master with proper alignment, balance, a6d other traits 
of appearance within 5 minutes with 98 percent accuracy. 

2.04 Given a mimeograph or spirit duplicating machine and 
necessary cleaning supplies, the student vlll if'e able 
to clean machine and, when needed, add fluid or ink 
in 10 minutes with. 95 percent accuracy. 

2.05 Given statement forms, current charges, and a copy 

^ machine, the student will be able to produce legible 
copies according to the instructor's directions with 
rlOO percent accuracy, 

3.01 Given 20 belts or tapes containing medical information, 
the student will transcribe a full page of single-spaced 
typing with no more than 3 errors; a half page with no 
more than 2 errors; and record' sheets and file cards 
with no more than 1 error. 

3.02 Given belts or tapes containing meaical information, the 
s'ludent will transcribe memos and reports for a period 
of 30 minutes at a minimum rate of 30 wpm with 98 per- 
cent accuracy. 

3.03 Given dictation containing medical information, the 
student will be able to. write shorthand outlines at the 
rate of 90 wpm for 3 minutes with 98 percent accuracy., 

4.01 Given 20 pieces of incoming mail and date stamp, tlfie 
student will be able to open — except confidential or 
personal — stamp, and sort th'. mail in 20 minutes with 
98 percent accuracy. 
^4.02 Given 20 pieces of mail, a postage scale, and a postage 
meter, the student will be able to place the correct 
amount of postage on each piece of mail in 30 minutes 
with 100 percent accuracy. 

4.03 Given 100 envelopes, addresses, and a U«S. Zip Code 
Directory,, the student will be able to record the 
^ correct Zip Code for each address in 50 minutes with 

100 percent accuracy. 

4*04 Given 20 envelopes and 20 varied documents, the 

student will be able to fold the documents correctly 
and insert them in the envelopes within 5 minutes*with 
98 percent accuracy. 

5.01 Given 50 varied documents, the student -will ^e able to 
code ^he documents in 40 minutes with 97 percent 
accuracy. 

5.02 Given 40 varied documents, the studeat will be able to 
index and cross-reference^the documen\:s in 30Aninutes 
with 97 percent accuracy. 
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5.03 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the alphabetic filing system. 
'5.04 Given 25 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy using the geographic filing system. 

5.05 Given 60 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent 
accuracy iising the? numeric filing system. 

5.06 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent' 

^ accuracy, lis ing the subjeft filing system. . 

5.07 Given- a simulation file kit containing 50 previously 
sorted documents,* the student wi^-l be able to file the 
documents in 20 minutes with 97 percent accuracy xising 
the alphabetic filing system. « ' ' . 

5.08 Given a simulation file kit containing 30 previously 

4 sorted documents, the student will be able to file the 
documents in 15 minutes with 97 percent -accuracy using 
the geographic filing system. 

5.09 Given a simulation file kit containing 70 previously 
sorted documents J the ^student will be able to file the' 
documents in 30 minutes witl;i 97 percent accuracy "using 
the numeric filing system. 

5.10 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file 
the .documents in 15 minutes vjith 97 percent 
accuracy using the subject filing system. 

5.11 Given a simulation file kit containing 10 misfiled 
documents and a list of misfiled docimients, the student 
will be able to locate and file the documents in 30 

/ minutes with 97 percent accuracy using the alphabetic 

filing system and previously learned rules for locating 
misfiled documents. 

5.12 Given 20 in- and out-carc's and information on 20 records 
removed from the files, the student will complete the 
in- and out-cards in 15 minutes with 97 percent accuracy. 

6.01 Given 5 receptionist jobs in a secretarial workbook, the 
student will be able to handle the ^situations promptly 
and efficiently with 98 percent accuracy. 

6.02 Given 15 opportunities to act as receptionist in the 
school office, the st-udent will be able to handle all 
situations promptly and efficiently with 98 pei;cent 
accuracy. 

6.03 Given a telephone assimilator and 20 varied situations 
prepared by the instructor, the student will be able to 
handle the situations promptly and efficiently with 98 
percent accuracy. i 
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6*04 Given a telephone assimilator, pad, and pen, the 
student will be able to record 15 incoming calls* 
neatly vith 100 percent accuracy* i 

6*05 Giveft 25 varied appointment fiituations from workbook 
* ^ or instructor-prepared materials, the student will be 

able to make the appointments with lOO percent accuracy* 
.7.01 Given specific instructions, medical manuals, and a 

, list of general reference materials, the student will 
secure, compile, and assemble the relevant data with 
98 percent accuracy. 

8.01 Given 10 prepared invoices and an adding machine, the 
student will be able to check the computations pn the 
invoices in 20 minutes with 98 percent accuracy. 

8.02 Given 15 opportunities using checks and varied 
denominations of money, the student will be able to 
cash checks or make' change as instructed in 30 minutes 
with 100 percent accuracy. '^^^ 

8.03 Given 12 opportunities, the student will be able to 
Verify amounts on deposit slips, examine checks for 
appropriate endorsement, and initial and stamp deposit ; 

. slips in 60 minutes with 98 percent accuracy. 

8.04 Given 20 charge slips, patients* names, and addresses, 
'the student will prepare the necessary statements and 

envelopes in 60 minutes with 98 percent accuracy. 
8.05> Given 10 punched time cards, .the student will be able 
*' to compute and verify gross pay in 60 minutes with 

100 percent accuracy. 

8.06 Given 10 forms, payroll register, tax schedules, and 
other deduction information, the student ^will be able 
to compute and verify net pay in 60 minutes with 100 
percent accuracy. 

8.07 Given 10 payroll forms and employee earnings records, 
the student will be able to complete and verify in 

20 minutes with 100 percent accuracy. 

8.08 Given a checkbook and supporting payroll register, the 
student will be able to complete the 10 check stubs 
and prepare the payroll checks in 20 minutes with 

100 percent accuracy, 

8.09 Given a completed payroll register on .10 employees and 
an adding machine, the student will be' able to prepare 
reports on social security, insurance, and other 
withholding deductions in 60 minutes with 100 percent 
accuracy. 

9.01 Using instructor-prepared materials or materials from 
the Medical Secretary Office Practice^ et, the student 
will edit, proofread, and prepare the varied documents 
with' 98 percent accuracy. 

9.02 • Given 20 varied textbook or instructor-prepared letter- 

writing situations, the student will be able to compose 
the response for each situation with 95 percent accuracy. 
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10.01 Given instructor-prepared instructions or materials from 
the Medical Secretary Office Practice set, patients* 
files y and other related materials, the student will be 
able to prepare .the calendar for one week's appointments 
and assemble the related files and information with 100 
percent accuracy* 
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JOB: EXECUTIVE SECRETARY OR ADMINISTRATIVE SECRETARY 

- (Dictionary of Occupational Titles Classification) 



GOAL: The student will be able to obtain, succeed, and advance 
in an Executive or Administrative Secretary's position. 

TASKS: 1. Maintains official corporation records. 

2, Executes administrative policies determined by or in 
conjunction with other officials. 

3. Prepares memorandums outlining and explaining adminis- 
trative procedures and policies to supervisory workers. 

4 • Plans conferences . 
» 5. Prepares records, such as notices, minutes, stock 

* issues and transfers, and resolutions for stockholders* 
and directors* meetings. 

6. Prepares *and files corporate legal documents with 
government agencies to conform with statutes. 

7. Performs publicity work in small organizations, such as 
trade, civic, ot welfare associations. 

r 

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES: 

1.01 Given 50 varied documents, the student will be aht^ to 
'code the documents in 40 minutes ^with""^ percent 

accuracy. 

1.02 Given 40 varied documents, tlie student will be able to 
' index and cross-reference the documents in 30 minutes 

with 97 percent accuracy. 

1.03 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the alphabetic filing system. 

1.04 Given 25 coded documents, the student will be able to 
sort the documents^in 15 minutes with 97 percent accu-. 
racy using the gedftaphic filing system. 

1.05 Given 60 coded documents, the student will be able to 
sort the documents in 15 minutes with 97 percent \ 
accuracy using the numeric filing system. i 

1.06 Given 30 coded documents, the student will be able to 
sort the documents in 20 minutes with 97 percent 
accuracy using the subject filing system. 

^1.07 Given a simulation ftlle kit containing 50 previously 

sorted xiocumentSj the student will be able to file the 
documents in 20 minutes with 97 percent accuracy using 
the alphabetic filing system. 
1.08 Given a simulation file kit containing 30 previously 
sorted documents, the student will be able to file 
the documents in 15 minutes with 97 percent accuracy 
using the geographic filing system. 
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i;09 Given a simulation file kit containing 70 previously 
sorted documents, the student will be able to file 
the documents in 30 i^inutes with 97 percent accuracy 
using the numeric filing system, 

1.10 Given a simulation file kit containing 30 previously 
sorted docxanents, the student will be able to file the 
docxnnents in 15 minutes with 97 percent accuracy using 
the subject filing system, 

2.01 Given 10 case problems from the Supervision textbook, 
the student will be able to formulate solutions to the 
cases in 60 minutes, ' 
^ 3.01 Given 5 problems requiring the preparation of memoran^ 
dums, the student will be able to compose effective 
memorandums and type them in final form. 

4.01 Given a list of names and topics involved in a confer- 
ence, the student will be able to plan and organize 

the conference according to 'the instructor's directions. 

4.011 Using the information provided in Performance Objective 
4.01^, the student Will be able to complete the planning 
of the conference by typing and mailing notices to 
conference participants and completing physical 
arrangements according to the instructor's directions. 

* 5.01 Given 10 varied jobs from the Typewriting > Office 

Practice kit, the student will be able to complete the 
jobs with 98 percent accuracy. ^* 

5.02 Given 10 varied jobs from the Executive Typewriting 
kit, the student will be able to complete the jobs with 
98 percent accuracy. 

6.01 Given 10 varied corporate documents and rules for 

filing these documents with government agencies from 
College Law textbook, the student will be able to 
indicate correct filing procedures in 10 minutes, by 
writing on an instructor-prepared form where each 
document is to be filed with 98 percent accuracy* 

7.01 Given 3 varied topics, the student will be able to 

prepa^^e. newspaper articles or ads for publication to 
^ the satisfaction of the instructor;. 
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JOB: SALES CLERK 

GOAL: The student will be able to obtain, succeed, and advance 
in a Sales Clerk's position. 

TASKS: 1. Prepares cash and credit sales tickets. 

2-i Receives payment" foi: merchandise and makes change. 

3. Prepares credit memo forms. 

4. Stocks shelves. 

5.. Wraps and bags merchandise. 
^ . 6» Demonstrates -positive atMtudes toward co-workers 
and customers. 

' - ^ ) 

PERFORMANCE OBJECTIVES AND .CRITERION-REFERENCED MEASURES: 

1.01 Given 10 sales tickets of varied length, the student 
^ — will be able to complete cash or credit sales tickets 

in 30 minutes with 97 percent accuracy. 
^ 2.01 Given 20 sales transactions, * the student will make 
change in 15 minutes .-jith 95 percent accuracy when 
given amounts greater than the sales tickets. 

3.01 Given'lO credit memo forms covering Jlifferent types of 
merchandise, the student will be able to complete the 
. forms with 95 percent accuracy. 

4.01 Given instructor- and student-prepared materials, the 
student will demonstrate ability to stgjik shelves 
according to instructor-prepared instructions. 

5.01 Given a simulation kit Vith wrapping paper, bags, and 
merchandise, the student will demonstrate ability to 
wrap an^ J)ag different types of merchandise according 
to' instructions contained in the simulation kit. 

6.01 Given 5 instructor-prepared case histories concerning 
huinan relations,, the student will analyze 4 of the 
casp his tories™.with-»95-jger cent accuracy. 
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JOB:i SALES CLERK 



'Performance Objective No, 1 ~ " ~ — ^ — 

Given- 12; sales tickets, the -student will be able to complete cash 
or charge sales tickets in 30 minutjes with 97 percent accuraci^. 



Prere/juisites 



The student must score 85 percent on a basic arithmetic review test 
(wclosed). If the student does not score 85' percent, he should be 
given a» review in basic aritbjuetic, using Steck-Vaughn^s Working 
with Numbers series or comparable materials prepared or chosen by 
the instructor. Upon completion of the basic arithmetic review, 
the student should be retested 



Katerials and/or Equipment 

Sales list, sales slips, and* price catalog (instructor-prepared or 
available in ^outh-Western Clerical Record Keeping kit ). 



Activities I'or Performance Objective No, 1 



During the previous week, the sales listed on the enclo^^d sheet 
were made. Prepare the 40 customer sales slips-N^cordl^ ^to 
instructipns given below: 



A. Write' carefully, neatijr, and 'clearly . y 

B. Write your name on the line after the word "Agent." V 
C Fill in the lines for date, cus^tomer, and street. • ^ 

^ D. Use a separate line for each purchased item. 

E. Use price catalog to determine price of each item. ^ 

F. Add the prices of all purchased items and write the 'total 
on the line with the word "Total*" 

G. Determine the sales tax on tliis" tol:aT and write ."the amount 
on the "Sales Tax" line (sales tax is 5% of total) . 

H. Add the totay and the sales tax and write the amount on the 
line with the words "Pay this Amount." 

I. Circle "cash" or "charge" according to type of sale*. 

, J. Number each sales slip to correspond to customer list. * 

2. Upon satisfactory completion of Activity No» 1, ask the instruc- 
tor for the Perfjormance Objective No. 1 •Test. ^ , ' 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE UO. 1 
ACTIVITY NO. 1 

PRICE LIST 



V 



: 


Catalog No. 


Price 


After Shave Lotion 


74 


$1.89 


$ath Brush 


38 


2.69 . 


Bath Mist 


75 


2.29 


Bath Oil 


76 


2.10 


Bath Powder 


72 


2.10 


Bath Refresher 


78 


2.09 


Bathtub Brush 

L- 


31 


1.89 


Body Lotion 


56 


1.29 


Bowl Brush 


37 


1.89 


Bowl Cleaner 


42 


.75 


Bristle Comb 


62 


3.05 


Bubble Bath \ 


73 


1.10 


Cleansing Cream 


59 


2.48 


Cologne 


264 


1.98 


Comb Set- 


65 




Compact 


216 


3.00 


Cream Sachpt 


270 


1 AO 


Deodorant 


70 


l.OV 


Deodorizer 


20 


2.00 


Dry Mop 


122 


J. 03 * 


Dust Glcve 


515 


1.15 


Duster Spray 


311 


1.95 


Dusting Powder 


83 


2.69 , 


Fiber Broom 


119 


'2.89 


Foot Spray 


00 • 


1.98 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 

PRICE L19T 





Catalog No* 


Price 


Furniture Pol-fQh 


\ 

\ 

25 >^ 


$1.79 


Furniture Ua-y 




1.79 


GlaiZS ClAsnpr 


165 \ 

\ 


1.19 


Cr^Aflp Ph^QPT* 




1.60 




272 


1.30 


Hat y ^nt'av 


276 


1.80 


AAA •kL VLUoll 


32 


3.09 




39 


» .49 




50 


1 2.09 




52 


^ 1.30 


inKecc is.ixxer 


716 


2.19 


Ironing Board Cove^r 


96 


2.89 


uX^llU riXLLOr 


418 


9.88 




34 


.98 


nocn r^ooter 


153 


2.35 


isaix roiisn 


53 


1.10 


PerfuDc 


268 


, 4.50 


Pet Shampoo 




1.19 


Room Spray 


22 


1.75 


Rug Shampoo Set 


840 


11.50 


Shampoo 




; 1.98 


Shave Cream 


79 


,1.10 


Silver Polish 


87 


.99 


Sponge Mop 


112 


4.25 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



PRICE LIST 





Catalog No. 


Price 


Spot Remover 


12 


$ 1.69, 


Stand Mirror 


415 


10.30 


SCeel Sponges 


* 141 


1.98 


Suncan Lotion 


58 


1.95 



4> 



\ 

i 



85 

75 
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JOB: SALES CLERK ^ 
PEKFUfiMANCE OBJECTIVE KO. 1 
ACTIVITY NO. 1 



!• Mrs.' liaciiaii Siailey 
432 Edson Place 

1 Couf ^^c 
1 H:ind lociw'u 
1 Bcsch Oil 

hto. Jauietj Coursun 
•403 EdsoH Flact 

1 Bowl Brudn 
1 Uachtub Brush 
1 Bowl Cleaner 

CASH 

3. Mrs. horu'Ocs Kaumicr 
380 Ed^on Plac^ 

1 Bach Brush 

i Briscle Comb > 

1 Focc Spray 

4. Mis. u^rdoti v/iiiL^rs 
213 Lions Avlsuue 



1 Do&tmg Powdc-r 

CASii 

5. Mrs,. Ronala R^^cors 
224 «ions A\reuue 

I SpuC Kemovcjr 

1 Iioum^ iicira Cover 

2 Silver foiish 



1 JbordotanC 



CI 



C.\Sit 



CUSTOMER LIST 
May 5 



7. hrs, Samuel Targel 
201 UcliJ Avenue 

1 wpou^e Mop 
1 Fiber Brooiu 
1 Bov^l brush 
1 BaclicuD Brash 



CASH 
b 



Mrs. Jamcs Clorak 
225 Uclid Avenue 

1 Afrer Shave Locion 
1 Deordorant 
1 Shave Cream 
1 Bubble Bach 

CASH 

9. Mrs. Norberr: Aui;ell 
240 Uclid Avenue 

1 Hand Brush 

2 Eriscle Combs 
2 Deodorants 

CHAkCE 

10. Mrs. David MacGruder 
301 Uclid Avenue 

1 Lipstick 
1 Deodorant 

CASH 

11. Mrs. Benjamin Uiicy 
40 ^ross Avenue 

1 Stinran Lotion 
1 hand Cr^am * ■ 
1 Compact 

CASH 

^2. Mrs. Mictiacl Grant 
63 Cross Avenue 

, 1 Silver iciisr. 
1 bath oil 
I Suit-.:;.!! Ljcicti 
1 Mi^nci Cr..ain 



70 



8G 



job: sales clerk 
PERFORMANCE OBJECTIVE HO. 1 
ACTIVITY NO. 1 



13. Mrs^ William Petal 
85 Cross Avenue 

1 Comb Set 
1 Dry Mop 
1 Foot Spray 

CASH 

14. Mrs. Robert March 
99 Cross Avenue 

1 Insect Killer 
1 Glass Cleaner 

CASH 

. 15. Mrs. James Storey 
130 Cross Avenue 



1 Pet Sh%mpoo 
1 Room Spr^iy 

16. Mrs. Lloyd Marshall 
*485 Clinton Avenue 

1 Hairbrush 
1 Comb Set 

CHARGE 

17* Mrs. Morris Mentor 
^06 Clinton Avenue 

1 Stand Mirror 
i Bath Brush 

18, Mrs. James Johnson 
221 Yale Avenue 

1 Furniture Wax 
CASH ^ 

19. Mrs. Lay ton Shields 
592 Clinton Avenue 

. / 1 riair Spray 
1 Hair Rinse 
I'Silvet Polish 
CHiVROn 



CUSTOMER LIST 
May 6 



20. Mrs. Gene Sheridan 
290 Yale Avenue 

1 Bowl Brush 
1 Bowl Cleaner 

CASH 

21. Mrs. David Needle 
296 Yale Avenue 

1 Ironing Board Cover 
1 Furniture Wax 
CHARGE 

22. Mrs. Saul Maybaum 
• 356 Yale Avenue 



1 Compact 

CASH 

23. Mrs. Robert Scherer 
219 State Street 

1 Bath Oil 
1 Comb Set 
1 Hand Lotion 
1 Compact 
CHARGE 

24. Mrs. Arthur Morley 
227 State Street 

1 Bath Mist 
1 Bath Brush 
1 Bath Oil 
CHARGE 

25. Mrs. Richard Kestner 
235 St'ate Street 

1 Deodorizer 
1 Steel Sponge 1 
1 Cream Sachet j 
CHARGE ' 

"26 ♦ Mrs. Jervis Smith 
240 State Street 



1 Grease Chaser 



CASH 



77 



ERIC 



\ 



87 



JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY 'NO. 1 



CUSTOMER LIST 
May 7 ' 



27. Mrs. Morton Catler 
252 State Street 

1 Cologne 
1 Perfume 

CASH 

28. Mrs. Joseph Lang 
19 Main Street 

1 Stand Mirror 

CASH 

29. Mrs. Henry Rand 
48 Main Street 

I 

1 Deodorizer 
1 Furniture Wax 
1 Hand Brush 
CHARGE 

^ 30. Mrs. Jerome Jay 
^ '86 Main Street 

« 

1 Aft^r Shave. Lotion 
1 Shave Cream 
CASH - 

31. Mrs. Alfred Stoner 
112 Main Street 

1 Stand Mirror 

CASH 

32. Mrs. Milton ^.angton 
88 New Street 

1 Sponge Mop 
1 Fiber Broom 

CASH 

33. Mrs. Franklyn Meadows 
101 New Street 



1 Bristle Comb 



CASH 



34. Mrs. Steven Longman 
109 New Street 

X Dry Mop 
1 Dust Glove 

CASH 

35. Mrs. Louis Lassiter 
176 New Street 

1 HanJ Brush 
1 Hairbrush 

CASH 

36. Mrs. Al Steeley 
^ 183 New Street 

1 Furniture Polish 

CASH 

37. Mrs. James Coltar 
126 New Street 

1 Deodorizer 
1 Cream Sachet 
CHARGE 

38. Mrs, David Duncan 
427 Long Avenue 

1 Fiber Broom 

CASH 

39. Mrs. Lewis Griffin 
472 Long Avenue 

« 

1 Shampoo 
1 Hand Cream 
CHARGE 

40. Mrs. L. Wister 
125 Rose Street 

1 Compac^ 
1 Lipstick 
1 Bath Powder 
CHARGE 



78 
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PERFORMA^•CE OBJECTIVE NO. 1 
ACTIVITY NO, 1 



1 

MOME fRODi nrs CO. i 



Ditc 



Slrtx* 







1 r 


« ■ 1 


CASH 
CHARGE 

1 






pjv ih!< Am't ] 1 




3 

liriME PRODI CTS ( 

J- 

! n.t. 


Tu' tomcr 
Strict 










No 


. ! I >. ( 






! 










































1, 
















CASH 

Pay Ihii Am't 




i- 


! — 




1 ; 



HOMB fRODlCTS CO. 



Atcnt. 





*- 


i 


Cu«omcr 
Slrtct 












Ou^ntity 


No 


Description 


Pnce 








r 

t 








1 








1 !— 


I 






I 






t 




i 

1 


1 

t 




f 


1 CASH 




Jotal 
Sakt Tax 


1 
1 

1 — 


CHARGE 




!• 






ra> ih>s Am't 


T- ■ 



79 



' 4 ^ 

HOME PRonr(TS CO. 










Cuitomc 






* 






— r - 














Pnct 


i 


1 




i 


^. 

i 
















■ 








M 


' ■ 1 














CASH 
CF4^KGE 


Total 


! 


SaksTfx 


lX- 




PaythitAm*: " 


: r~ 


* 



89 
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PERrORMANCE 0B5ECT»VE NO. 1 
ACTIVITY NO. I 





5 






HOME PRODI (*tS to. 






Afem -.-^ 






















, - • - ! 


' 1 


PfKT 


1 _ J 








1 

- I 








i 












, , , , 






i 1_ 

1 






1 








■ 


i CASH 






\ 

1. 


1 CHARGE 







Name, 



HOME PRODfCIS CO. 



Aieni. 



Pav iU>\ Am't 



r- 











^'■i(t<%mrr 
















No 


Dcvcfipi'on 


Pnc 


e 


















1 








fl 












- 1 














1 

j 








! CASH 




Total 






CHARGE 




Si'« Ta< 




— 






f 

Pa> this Am't 


1 





HOMF !'Kt>I)UTS ct). 





















Siffci 










Price 




' ■ -\ 


















— ' 

I 






































1 1 






j CASH 
! CHARG! 




Total 














I . 




Pay ihrt Am*t 




I ^ 



8 

HOM«' PROni CTS CO. 



30 





D-itc , 


\ 








'Iiirtt ^ — — 


i Ouantay Nfo i 


IV'^uption 


Pncc 


1 


j 

K ^- - — ^ . ^ ' 
f 


: ^ 


1 — — 










-i, - 


1 










CASH 
CHi\KGE 


Towl 




Said Tax ^ 






?ay lhi$ Am't 


I — ! 

1 I 




i 

r 
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PERFORMANCE OBJECTIVE KO. 1 
ACTIVITY NO. 1 



HOME PRODI CTS CO. 



Dale, 



! 


1 




r 


1 





Pncc - 




i 






1 






M 

t ^ 





i CASH 
C^IARGE 



Sdk^ Tat 
Pi\ ihi< Am't 



Name. 





10 

HOME PRODL'CTS CO. 














Dale 


i 




Sirecl 






Quanlity 






Pncc 














— 


■ ■ 
















i 


















T t ^- - - - - 






CASH 




Tolal 






CHARGE 




Sa!cs tan ^ 
Pa> lh« Am'i 




1 



U ' 

IIOMK PROnrtTS (O, 



Agcnl , ^ 
Sire el - 



Oujnttty t No 



Dciicnriion 



1 



CASH 
CHARGE 

i 



5* ■ 

Toul 
Sak* Tax 
Pay lha Am'l 



Pncc 
— T" 



\ L 



u — i. 



12 

HOME pRon» ns CO. 







l\x1r 










Street 




- . i 




OiJaniay 


No 


I)cvriK»oii 


Pjvc? 










i 




















^ — 




■■'"'''*" 






































CASH 




Total 


r — 
1 






S<<% tan 


! 








Pay ihii Am'l 


1 





81 
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PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 





13 

MOME PKODl CTS CO, 


Asenl 










Dale 


' Cuttomer 














Dc>cnpiwn 


Pnce 












































b 




























CASH 










CHARGE 




SJiks Tax 










Pjvthij Am'l 









I 

Agent _ 


HOME PK^SrCTS (O. 






' Street - 


f>uantit> 1 No 


Dcwripti»Yfi 


Pnfc 


























1.... . , 












1 










1 








_ ,. -J 


1 






" CASH 
CHARGE 








P4y ihii Am't 1 







Namc« 



lA 

HOME mODUCTS CO. 



Agent. 



Dale. 



Cu»tom€r_ 



Quantity > No 


DcscnpttOR 


Pnce 








1 J 


1— , 








, 1 















CASH 
CHARGE 



Total 
Sik% Tax 
Pay this An.'t 



82 



16 

HOMK PROOl <TS CO. 



Ajwnl. 



Cu^lonwr_ 



-t- — 1 



Otianiity 


No 


Description 












































Vi 






























CASH To«>J 
CHARGE 

P«y (his M\\ V 
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PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



Name. 



MOME PROOl CIS CO. 

1 


* 




( 


H 


f>M£. PRODUCTS CO. 












Agent 




Afntt 


Half 


































Stf t-c» — . 




Street 






Dc-sC'ipJion 


Price 




r 

Oiuntity 


Vo 


Oe«fipt'0n 


Pno 




1 














/ 






- ! 1 

1- 




















i 




















i 












... -i 






















































. CASH 
CI(ARGE 


TotAl j 
S*!c^ Tan , J 


i 




CASH 


Total \^ 












CHARGE 


Sates Tax \ 








— i 
i 








Pay this Am'l 














{ 

- '■- — ■ ■ 1 


1 

j Awnt^^ ^ 


tOMK PRODI (TS (O. 






A rent 


20 1 
HOME PROm (TS CO. 

1 

f 










n»t«- ! — ! 


1 Cu-iomcr 












\ 


* 

j ^ 








Street 




1 Dc*criplion 


■■ "' 1 — 

Pncc 




Ouantiiy 


No 


Dc^nption 


Prv 




1 Ouanmy j No 


i 




















i 




































! 














^ 




X — 
































J 














r- 






n 




'■^ — 






r In., 


















CASK 
CHARGE 


Saks Tax 
Pay this Am't 








CASH 


Total 












CHARGE 


Sak* Tax 








i 








Pay thii Am'l 







83 
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PERFORMANCE OBJECTIVE NO. X 
ACTIVITY NO, I 



21 

HOME fRODl^rS CO. 



D«te» 



Customer^ 



Ousntity 


No 


Description 


Pncc » 








I 






































f 










! 
1 








I 


1 ~ ' 






CASH Total ' 
CHARGE 

S*Ic$ Tax 
Pav thit Am't 













22 

HOME fRODUCTS CO, 

1 




1 

i 

. 1 


Agent 




1 










Date 




— ! 


rmfnmcr 


I 






Strec 










Ouantity 


Vo 


Description 


Price 
















. 1 





















CASH 
CHARGE 



Total 
Sales Tax 
Pay this Am't 



Ajent . 



ru!tom€r_ 



23 

Hf)VIK PRODl^CTS to. 





Quantity 


No 


Description 


Pncc 


































































/ 






CASH Total 
C^IAKGE 

Pay this Am't 











24 

HOME PRODKTS CO. 



91 









CtMtome: 








Quantity 


1 

No. j l>c<cription 












1 


1 






/ 




■ 

1 


1 




— r — 

/ 




1 


— ^ 




/ 

/ 






























1 




CASH Total 

CHARGE _ ^ 
Saks Tax 

Pay this Am*t 















ERIC 



PERFORMANCE OBJECTIVE NO. I 
ACTIVITY- NO. I - 



\ 


25 

HOME PRODI CTS CO. 






Ac<n( 


















r*iitlrtnv»r 










Sircc* . — 




So ■ 




Pncc 




1 














• 


























1 




J 








7 






\ 


. 4* 






(iASH 
CHARGE 




fowl 








S4!c< Tax 






1 

r 




Pay ihts Am'i 







Name, 



26 

HOME PRODUCTS CO. 



Agent . 



Date. 



Cmi6mcr_ 
Strecl - 



Quantity 



Description 



CASH 
CHAilGE 



■ Total 
, Sales Tax, 
, Pav this Am't 



Pncc 



r— »- 



27 

HOME PHOIU'CTS < KY. 



\ Agenl 




. 0 — — 
















1 


\ 
















1 

1 Street 














- — ^ " ' 

Dcscrjptio"*^ 




1 Quantity 




1 




t 


























t 




















1 




CHARGE 


Tom 






SaV* Tax 






^ 1 




Pay thit Am't _ 







85 





■ . V' 

HOME PRODUn.-» CO. 


Agcnl „ 














Street „ 






Quantity 


Mo' 


X l>esCriptioP 


Pnce 









































































,CASH 
CHARGE 




Total 






1 


$ak$T«x 








i 


Pay thi$ Am*t 
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, ^PERFORMANCE OBJECTIVE NO. \ 
ACTIVITY NO, 1 





> 


i 


\ 















•29. 

MO.MIE f RODl CTS CO. 




Due 


Street _ 


r 






Ou^ntiiy 


No 


Description 




Pncc 






! 












\ 










































i 

1 — \ — . — . 








f 






, CASH Toul 
CHARGE 

Sdlcf lax 
Pjvjh^i Am'e 



















30 

HOMC fHODUCTS CO. * 






Agent 














pile 
























Qiiinmy 


No 


Dcscripttoii ^ 










\ 










\ 






















































CASH 










CHARGE 




Sales 










Pay thsx Am't 









31 


I 

\ Agent 












TuMomer 


I 


Strfnl 






Quantity 


No 


Devription 


1 PnJ. 














— T ^ 


f 










\ 














































l!ASH 










CHARGE 


Salei'Tax 






I 




Pay thji Am't 







/ 32 
WOS^t PRODUCTS CO. 



Ajtent L. 



njtc. 



Customer^ 



Ooantity 


No 


De^riptioo 


Pnc« 








































































\ 

CASH Total 
CHARGE 

Silei Tax 
Pay Cus Am't 















86 
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PERFORMANCE OBJECTIVE XO. 1 
, ACTIVITY NO. I 



Name. 



1 " 

1 HOME f RODl CTS CO. 

- 


Dale 






r 1 


Pncc 








■-^■4- 












— 


1 1 


1 


i 






i ^ 1 ^ ! 










i CASK • Uu\ 
\ CHARGE 

j - Pjv ihrt Am'l 








• 







c 

. HOME PHODl'CTS CO. 


• 




CuMomci 
Sired 








• 


Vo 


Description 


Pncc 
































i ^ 






\ 




\ 






























\ CASH To!al 
CHARGE 

SatctTix 
^ Pay ihis Am*t 















35 

HOME PKODITTS C O. 



1 










1 




■Stfctt 






OtJintiiy 


MO 




Pncc 


. .J 


1 




j 










\ • — ^ 




















- » — 


























CASH 




Toul 








* 






CHARGE 


SaVi Tan 










Pay thit Am*l 







36 

HOME PRODITTS CO. 



87 



CuMomei 
Street 








1 Quiniity ^ No 


Descrtption 


fnet 


1 1 












1 

1 


I 














1 








































CASH Toul 
CHARGE 

Pay ihit Am'l 


t 




\ 




1 1 





/3 
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PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



37 

MOME f fcODl CIS CO. 



^ircc* ^, ^ 



Pnoc 



t CASH 
1 CHARGE 



Sale* Tax 



C^SH ' 
CHARGE 





38 

HOME rnODUCTS CO. 




1 

i 


Atent^ 










Due 




t 

1 


Cotiomcr 








Sirrel 


t 

Otunlii/ ' 


No 1 Descripi'vi 


Pncc 


i -r ' 








^ 1 ' t 



Toul 
SaJct Tax 
Pay ihi$ Am*i 



I L. 



1 HOME PKODl f TS < O. 






I Ament 






i 

* Oalc 




t ^ 


1 ! V 
Ovantiiy ( No DcKnpdon 


Pncc 








: — ! — ^ ^ 






, 1 ; 






- -i— i— — , 












--H 












CASH,- Total 






dHARG^ ^ - 
Safes Tax 


— 




Pay this Am*t { 


! 





Aieent. 



Coi.tom<r_ 



AO 

HOME PHOnrCTS CO. 



Date, 



88 



Oumiiiy 


No 


i Deuription ! Pncc 


i 
































































1 


CASH Toul 
CHARGE 

SakaTax 
Pay thn Am't 


1 

1 

i- 






I 

i 

1 





ERIC 
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JOsf SALES CLERK 
JPERFOIU-ANCE JDBJECTIVE NO. 
ACTIVITY Nd. 2 



TEST 



INSTRUCTIONS: During the previous week the sales listed on the . 
enclosed sheet were made. Using the enclosed price catalog, custo- 
mer list, and sales slips, prepare the 12 sales slips according to 
the following instructions: ^ 

A. Write carefully, neatly, and clearly ♦ 

B. Write yoiu: name on the line after the word "Agent." 

C. Fill ill the lines for date, customer, and street. 

D. Use a separate line for each purchased item. 

£. Use the price catalog to determine price of each item. 

F. Add the prices of all purchased items and write the total 
on the line with the word "Total." 

G. Determine the sales tax on this total and write the amount 
on the "Sales Tax" line (sales tax is 5% of Total) . 

H. Add the total and the sales tax and write the amount on the 
line with the words "Pay this Amount." 

I. Circle "Cash" or "Charge" according to t^e type of sale. 
J. Number each sales slip to cbrrespond to customer list:. 



89 



< 
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JOB: SALES CLERK 

PERFORMANCE OBJECTIVE NO. 1 TEST 

ACTIVITY NO. 2 ^ 



PRICE LIST 





Catalog Nn. 


I«rice 


After Shave Lotion ^ 


N 74 ' 


, $ 1.89 


Bath Brush 


38 


2.69 


Bath Mist 


^ 75 


2.29 


Bath Oil 


76 


2.10 


Bath Powder 


72 


2.10 


Bath Refresher^j 


78 


2.09 


Bathtub Brush * 


31 


1.89 


Boay Lotioi|" 


56 


- 1.29 


Bowl Bpish 


37 


1.89 


Bowl Cleaner 


42* 


.75 


Bristle^ Comb ' " 


. 62 


3.05 


Bubble Bath 


' 73 


1.10 


Cleansing Cream 


59 - 


2.48 


Cologne 


264 


1.98 


Comb Set 


65 V- 


2.39 


Compact ' 


216 


3.00 


Cream Sachet ^ 


S. 270 


1.49 


Deodorant 


70 


1.09 


Deodorizer 


•/ 20 


2.00 


Dry Mop 


122 


3.65 


Dust Glove 


515 


1.15 


Duster Spray 


511 


1.95 


Dusting Powder 


33 


2.69 


Fiber Broom 


11« 


2.89 


Foot Spray 


80 


1.98 " 


90 
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JOB: SALES CLERK 

PERFORMANCE OBJECTIVE NO. 1 TEST 

ACTIVITY No. 2 

PRICE LIST 





Catalog No. 


Price " 


Furniture Polish 


25 .-i \ 


$ 1.79 


Furniture Wax- 


24 

f 


1.79 


Glass Cleaner 


165 


1-19 . 


Grease Chaser 


148 


1.60 


Hair Rinse 


272 


1.30 


Hair Spray 


276 


1.80 

p 


Hairbrush 


32 


3.09 


" ^n: 

Hand Brush 


39 


• 49 * 


Hand Cream 


50 


2.09 


Hand Lotion 


52 


1.3P 


Insect Killer 


716 


2.19 


Ironing Board Cover 


96 : 


2.89 


Light Mirror 


418 


9.88 ^ 


Lipstick 


34 


.98 


Moth Proofer , 


153 


2.35 


Nail Polish 


53 


1.10 


Perfume 


. . 268 


4.50 


Pet Shampoo 


609 


1.19 


Room Spray 


22 • 


1.75 


Rug Shampoo Set ' 


<46 


, 11.50 


Shampoo 


1 

71 


1.98 


Shave Cream 


79 


1.10 s 


Silver Polish , ' 


87 


.99 


Sponge Mop 


112 


4.25. 
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job: sales clerk 

performance objective no. 1 test 

/:tivity no. 2 



PRICE LIST 



Catalog No, » 



Price 



Spot Remover 



12 



$ 1.69 



Stand Mirror 



A15 



10.30 



Steel Sponges 



Sun tan Lotion 



Ul 



58 



K98 



1.95 
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JOB: SALES CLERK 

PERFORMANCE OBJECTIVE NO. 1 TESf 

•ACTIVITY NO. 2 



1. Mrs. Fred Marford 
246 Broat Street 

1 Comb se*. 

CASH 

2. * Mrs. Morris Morberg 

505 RSbin PJace 

1 Bubble Bath 
1 Bath Powder 
CHARGE 

3. Mrs. Harry Roth 
745 Robin Place 

« 

1 Pet Shampoo 

CASH 

4. Mrs. Dale Warden 
14 Hill Street 

IxBowl Brush 
1 Bowl Cleaner 
1 Deodorant 
CHARGE 

* 

5. Mrs. Cedric Kaufman 
: , 406 Helen Avenue 

1 Furniture Wax 
1 Room Spray 
1 Grease Chaser 
CHARGE 

6. Mrs. James Bltiir 
348 Broad Street 

1 Lipstick 
1 Deodorant 

CASH 



CUSTOMER LIST 
June 1 



7. Mrs. Frank Mayer 
28 Hill Street 

1 Bristle Comb 
1 Hairbrush 
1 Hand Cream 
CHARGE 

8. Mrs. Donald Deemsrs 
176 Court Street 

1 Shampoo 
1 Hand Cream 

CASH 



9.^Mts. Otto Reichman 
148 Court Street 

2 Hairbrushftfi 
1 Hand Cream 

CASH 



y 1(>. Mrs. Paul Hafapton 

515 James Street 

^ ♦ ^1 Spqnge Mop 

1 Fiber Broom 
1 Deodorizer 
CHARGE 

11. Mrs. John Whitman 
^ 212 Berry Avenue 

* 1 Silver Polish ^ 
CASH 

12. Mrs. Valter Allen 
476 Second Street 

1 Stand Mirror 

CASH 
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PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 2 ^ ' 





1 

HOME fRom nrs CO. 






Dale V 










0u4nhl^ , No 




Pncc _ 






































1 






CASH 


rot.»i 






CHARGE 


Sales Tan 








Pjv ihit Am't 







IK PR<>"}>iTrs < (;. 



Ajicm . 



Pare. 



f 

! Quannty 


No 


♦ X)c$cnplio') 


Pncc ' , 


i 


1 


































1 — 




M 










..1 - 








i 






CASH 
CHARGE 

' " " ■ * 


Toul , , 
S^ki Tax 

fay (hii Am'l « 






1 





' Namc^ 
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2 

HOME f HODUCTS CO. 

0 




Atcm_ 












Dale 




Cuflomcr 




# 


Street 








Quanlily 


No 


Dcsaipiion 


fncc 








































— ! 


♦ 




















( 










CASH 
CHARGE 




Toul 








Salet Tin 










Pay this Am'( 









4 » 

HOME PROm CTS CO. 










CtiMomer 




<^ 






Quaniiiy 


No. 


Descfipnon 


Price 




1 




































































CASH 


Toul ' 






•CHARGE 


StletTw 








Pay ihli Am*i ^ 
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PERFORMANCE OBJECTIVE NO. ,1 
ACTIVITY NO. 2 







^lOME fRODl CIS CO. 








6 ' 

HOME MOOUCTS CO. • 


i 

•I 




A. .It 
















1 


















Pate 


~ ! 


• 


'Cuitomcf 










CuMomcr 
Street 


























1 




No 


DokCription 


Pncc 




Quantity * 


4k . j 
No 


I)c5crtption 




1 


% 












^ i 


i — ^ 






— ] 


K] 








— ^ — < 


. i 


. i 






1 








f 


! i 






'1 ■ ' 






{ ' ; 1 






— ■ #■"- ■ 

■ 








'It 

































.... -i 




I 




i CASH 




Tout 








CASH 




Total 


1 — i 




CHARGE 












CHARGE 




Sal^Tax ^ 










<pav iht« Am't 








- 




Pay this Am't 


\ 




















t 


• • 7 
HOMK PKOIHTTS < O. 

> 






8 

HOME PROOrtTS CO. 




1 


AjKnt 








Ajt€ffl — 






















Hate 






















Strttt 






-{ — 


















1 . ; / 

No Dcicripiion 


Pnce 




Quantity 


No 


: 

tkscriplton 


fnc 


X 


































1 

























1 

■ • 












, 1 










— 1 




























































1 




















CASH 
CHARGE 




Tota! 








CASH 




Toul 


I ~ 








Sites Tax 








CHARGE 




SaksTM 


— ■ 










Pay this Am*t 












PAy this Am't 
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PERFORMANCE OBJECTIVE KG. X 
ACTIVITY NO. 2 



Name. 



Atcnt. 




9 

HOME PRODI CIS CO. 








Dale 




CiMotnct 














\ 


Ouaniiiy 


! No 


r - 






1 ; 
















— r 


4 












r 

^ 1- 










f 

] 


t 






j 




CASH 




Total 


L ! 


^CHARGE 


Sales Tax 


1 


i 


» 

r 


» 


r 

Pjy this Am't j 












1 


XX 

HOME TKOUITTS < (). 




1 


t 

Ajjcnt 












» — 

r>.;ie 




< 

ru'tomcf— 
















Ojanlily 


No j 


Ascription 


Pnc€ 




— [ 








i 

(- 










1 












i- 








I ^ 




















CASH 
CHARGE 




Totil ' 








SaksTtx 










Pay thit Am*t 


K 







xo 






HOME FRQDUCTS CO. : /j 


Afenf 


1 




■ i 


Custonxr 




Slrrct 




Quaniiiy 


! No. 


Description 


Pnce 






































_ 








1 















CASH 




Touj 






CHARGE 


Sales Tax 








Pay this Am't 







Atent. 



i2 

.HOM^ PRont-rrs co. 



r).itc„ 



Cuitomer^ 
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Quantity 


No 


Description 


Pnce 








































































CASH TotAl 
CHARGE 

Saw Tax 

P«y thit Am*t 
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JOB;- SALES CLERK 



Performance Objective No> 2 - ' \ . • ^ 

.Given 20 sales ti;an§actions, the Student will ma>;e change iiv'15 
^inutes with 95' percent accuracy when* given amounjifs greater (than 
the sales tickets.' , ; 

■ ^ ■ ■ 

Prerequisites ^ ^ ' ^^^^ . > ' . ' 

The student will have satisfactofiiy completed Performanc^e 



Objective* No. T. 



Materials' and/or Equipment * ■ . , 

A' money tray, play money, and r25 monetary exercises (exercis^ may - 
•be instructor-prepared oj: t^ken from South-Western &lerical Reqord 
Keeping kitK, * ' • « ^ ^ 

Activities for Performance Objective No. 2 

1. Determine the amount of coins and bills required to complete 
each sales traflsactxon on Exercises No* 1 and. No. '2. List 
under the appropriate headings the number 'of coins artd bills 
required to. complete the transaction (use as ^large a denomina- 
tion of coins and . bills as possible) . < 

2. *Upon satisfactory completion of the exercises, ask the instruc- 

tor for the Performance Objecti^ No*'2 Test. ^ - ^ 



1 
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JOB: SALES CLERK 
PERFORM/\NCE OBJECTIVE -NO. 2 
ACTIVITY N0..1 



^ « EXERCISE NO. 1 

LEARNING TO MAKE CHANGE 

Making change is an in^tegral part of the Sales Clerk's job. You must' 
perform this responsibility with accuracy and skill. The exercises that 
follow will acquaint you witlf the procedures for making change "correctly. * 

INSTRUCTIONS: Using the least numb ei;,- of coins and bills, indicate the 
• *^ amount of change to be returned for^^^ach of tfie following 

transactions. 



AMOUNT ^ 
OF SALE 


AMOU^NT 
TENDERED 


\ DEMONINATIONS 


• 




.01 


*:o5 


.10 


.25 


.50 


1.00 


5.00 












r 


/ 


I. $2.73 


$ 5.00 " 
















2. $ .17 


$ .50 








»' 








3. :>1.29 


$10.00 
















'A. $ .81 


$ 1.01 
















5. $ .39 


$20.00 
















6. $ .2d 


$ 5.01 












t 




7. S7.57 


$10.00 
















8. $3.05 


. $^5.00'. 






c 










9. $2.76 


> 

$10.00 
















10.' $1.59 


$20.00 




f 


0 
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Worth: TO Points 
Scorer _ 
Grade: 
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JOB: SALES CLERK 

PERFORMANCt OBJECTIVE NO. 2 " 
ACTIVm NO. 1 

/ 

EXERCISE NO. 2 

LEARNING TO MAKE CHANGE 

Making change is an integral part of the Sales Clerk's job. You must 
perform this responsibility with accuracy and skills. The exercises that 
folliiw will acquaint you with the procedures for malting change correctly. 

\ • 

INSTRUCTIONS: Using th^ least number of coins and bills, indicate the 

amount of* change to be returned for each of the following 
transactions. 



AMOUNT 
OF SALE 


AMOUNT 
TENDERED 


DEMONINATIOHS 




1 




-.01 


.05 


.10 


.25 


.50 


1.00 




1 


















! 1. ^2.n 


$ 5.00 
















! .2. $ .17 


S .50 
















3. $1.29 


$ 5-00 
















t ^. $ .81 


$ l.UO 
















5. $ .39 


$10.00 
















6. $ .21 


$ .50 
















7. $7.57 


$10.00 
















8- S3. 02 


$ 5.00 
















9. $2.76 


$10.00 
















10. s/.57 


$ 5.00 

















I 



c 

Worth: 10 Points 

Scorer 

Grade: 
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JOB: SALES CLERK 
PEMp^MANCE OBJECTIVE NO, 2 
ACTlVm NO, 2 



MAKING CHANGE TEST 



Listed below are making change exercises-. The amount of sale and amount of 
money tendered is g-^en. Please indicate the amount of change to be re- 
turned for each of the following transactions by using the least number of 
coins and bills. 



i AMOUNT* { AMOUNT 
1 OF SALE 1 TENDERED 


1 ' ' 

i DENOMINATIONS * 


' ■ 1 
i 

1 ' 


,01 


j 

4 


.10 


,25 


'•50 


1.00 


5,00 


T 

1 




1 






f 


* 

\ 


f 1. $5,72 ! $12,00 


r 


i 


j 








1 

! 


r ■ -f 

2, $4,88 ^ $35,00 














1 


3, $5,01 * $10,00 














1 i 


4, $5,69 ^ .$40,^0 j j 










! 


I 5, $3,72 $;0,00 i 1 










i 


1 6, $6,41 . $15,50 j 
*- i 














1 


1 7, $6,40 


$10 ."^0 i 
















! 8, $4.27 


1 T 

$20.00 














-H 


. 9, $4,46 \ $ 5.50 

I-- J 






1 










.10, $y.25 


$20,00 

f 




i 


1 








i 
1 



100 



Worth: 10 Points 

Score: | 

Grade: 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 2 
ACTIVITY NO. 2 



MAKING CUANGE TEST Cont'd 



I mm ! 

j OF SALE ; 


.\MOUNT 
TENDERED 








1 


f 




.01 


.05 


1 

.10 


1 

.25 


.50 


1.00 


1 

5.00 : 


! 

I 


1 










1 

1 


j 1. $4.06 1 $10.00 


[ 

! 










— 1 


^ 2. $4.63 ^ $ 5.00 


\ 










! 


' 3. $4.46 1 $ 5.50 














1 

j 


4. $9.25 ; $20.00 


i 






i 






1 -5. $4.06 $10.00 
















} 6. $4.63 I $ 5.00 i 












i 


r 


$12.00 I 












i 


J 7. $5.72 
! 8. $4.88 


$35.00 


1 












1 


i 

; 9. $5.01 


$10.00 








4 






1 

i 

J 


10. $5.69" 


i $40.00 


j 

J 












1 

i 



Worth: 10 Points 

Score: 1_ 

Grade: . 
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JOB: SALES CLERK 



Perfonaance Objective No, 3 

Given 10 credit memo fcJirms covering different types of merchandise, 
the student will be able to complete the forms with 95 percent 
accuracy. 



Prerequisites 

The student will have satisfactorily completed Performance 
Objective No. 2. 



Materials and/or Equipment 

Ten credit memo forms (instructor-prepared) 



Activities for Performance Objective No. 3 

1. Complete the 10 attached memo forms. 

2. Upon satisfactory completion of Accivity No. 1, ask the 
instructor for the Performance Objective No. 3 Test. 
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PERFORMANCE OBJECTIVE NO. 3 
ACTIVITY NO. 1 

\ 

EXERCISE 
CREDIT MEMORANDUMS 

You are employed by the Indio ?afex Company, Inc. In addition 
to selling paper, your company also sells office supplies. 

Ten customers have returned merchandise to the Sales Depart- 
^ment for credit. This merchandise may have the wrong size or 
color, or It may not have been in good condition upon arrival. 

Attached ar*' 10 memo forms to be completed by you using the 
following instructions: 

. 1. Prepare a credit memo form for each customer by writing 
the information provided on the attached Credit Mewo 
List under the appropriate column headings. 
2. Upon completion of each credit memo form, check the 

completed form to see if the information is the same as 
that on your Credit Memo List. - 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 3 
ACTIVITY NO. 1 










, CREDIT MEMOaiST 










No. 1 










To: Paul Cardozo 

9248 Overland Avenue 
Boise, 83705 










Credit Meo^o No.: 1 
Invoice No-: 1211 
Date: January 2, 1975 










Sales Representative: John L. Chisholm 










CATALOG yj^jj 
QUANTm- NO- DESCRIPTION pRiCE 


AMOUNT 








1 0086 Easel and Pad 15.00 


15.00 








< TAX 
V TOTAL 


.75 
15.75 








XX>LKX:<XXXXXXXXXXXXXXXXXXXXXXXXXXXXX^ 








No- 2 ' '» 










To: Goodman Company 
23 Terry Street 
Portland, OR 972QA 

Credit Memo No.: 2 
Invoice No.: 12l2 
Date: January 2, 1975 

Sales Representative: Edward S. Venters 










CAT,\LOG yjjj^ 

QUANTITY NO. DESCRIPTION |.ricE 


AMOUNT 








5 0101 Desk large, flouresccnt ^ 8.25 
2 0089 Desk file tray 3. 50 


41.25 
7.00 


• 






TOTAL 

TAX 

TOTAL 

« 


48.25 
2.41 
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JOB: 'sales clerk 
PERFORMANCE OBJECTIVE NO* 3 
ACTIVITY NO. I 

CREDIT MEMO* LIST Cont'd 



No. 3 



To: McClean Book Co. 

6995 Bannock Street 
Portland, OR 9720A 

Credit Memo No.: 3 
Invoice No. : 2213 ' 
- Date: January 8, 1975 

Sales Representative: Charles W. Foreman 



QUANTITY 



CATALOG 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



0126 



File, Roilaway ^ 



65.00 ^ 



TAX 
TOTAL 



65'.O0 

3.25 
68.25 



xxxxxxxxxxxxxxxxxmxxxxxxxxxxxxxxxxxxxxxxx^ 



No. 4 



To: Gem Paper Company 
6490 Gem Street 
Reno, NV 89503 

Credit Memo No.: A 
Invoice No.: 231A 
Dace: February 10, 1075 

» 

Sales Re^esentative: Change C. Kenobski 



QUANTITY 



CATALOG 
NO. 



DESCRIPTION 



UNIT 

mcE 



AMOUNT 



00A8 



Typist posture chairs 



TAX 
TOTAL 



5 A. 25 



108.50, 

5, A3 
113,93 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 3 
ACTIVITY KG. 1 



CREDIT MEMO LIST Cont'd 



No. 5 



To: Fashion Apparel 

2A08 Region Street 
Sacramento, CA 93826 

Credit Mesio:No. : 5 
Invoice No.: 3004 ' 
Date: March 5, 1975 

Sales Representative: Benjamin Mister 



CATALOG UNIT 
QUANTITY NO. DESCRIPTION PRICE AMOUNT 



0134 File, two-draner 125.00 



125.00 



TAX , 6.25 

TOTAL 131.25 



x:ocxxxxx>:xxxxxxxxxxxxxxxxx&cxxxxxx^ 



No. 6 



To: Babbitt Furs 

123 Beacon Avenue 
Sheridan, WY 82801 

Credit Memo No.: 6 
Invoice No. : 4216 
Date: April 10, 1975 

Sales Representative: Victor Sellgm£.n 



CATALOG ; • UNIX 

QUANTITY NO. , ^ DESCRIPTION PRICE AMOUNT 

3 ' 0010 Boxes Folders, plastic 10.95 32.85 

2 0o21 Boxes Dividers 6.85 13.70 

TOTAL ' ?6755 

• ^ TAX . 2.33 

TOTAL 48.88 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 3 
ACTIVITY NO. 1 



No. 7 



CREDIT MEMO LIST Cont'd 



To: Arc Associates 

6240-5pring Street 

Bois§, ID 83701 . , 

Credit Memo No.: 7 
Invoice No.: 221S 
June 12, 1975 

Sales Representative: Kirby J. Anderson^ 



OUANTITY 



CATALOG 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



002A 



T-square aid boaid 



14.00 



28.00 



TAX 
TOTAL 



l.AO 
29. AO 



xxxxxxxxxxxxxmxxxxxxkxxxxxxxxxxxxxxxx^ 



No. 8 " 
To: 



Eagle Stationery 
625 Bond Avenue 
Boise, ID 83701 ^ 

Credit Memo No.: 8 
Invoice No.: 5218 
Date: November 12, 1975 



Sales Representative: Harold Kloover 



OUANTITY 



CATALOG 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



f 3 0050 JBoxes tape, transparent 

,4 X 0054 Rubber bands 

3 0058 Thumb tacks 



TOTAL 

TAX 

TOTAL 



8.95 
.30 
3.00 



26.85 
1.2Q 
9.00 

37T05 

38.90 
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JOB: SALES CLERK 
PERFORMANCE' OBJECTIVE NO/ 3 
ACTIVITY NO. 1 



CREDIT MEMO LIST Cont'd 



No, 9 



To: Yucan Travel 
698 Thorson 
Phoenix, AZ 850?9 

Credit Memo No. : 9 
Invoice No. : 1219 
Date: January 15, 1975 

Sales Representative: Barton D. Dixon 



CATALO<jl * UNIT 



QUANTITY NO. DESCRIPTION 



PRICE AMOUNT 



1 0061 BoQKcase, Oak " 89,00 89,00 

1 0022 ulobe 23,68 23,68 



TOTAL 112,68 

TAX 5,63 

TOTAL 118,31 

vx^axxxxxxxxxmxxxxxxxxxmxxxxxxxxxxxxxxxxx^ 



No. lU 



To: Evans Manufacturing 
23 Tafc Street 
Mobile, AL 36610 

Credit Memo No. : 10 
Invoice No, : 2648 
Date: January 15, 1975 

Sales Reoresentacive: Thomas Vanderbilt 



CATALOG , UNIT 
QUANTITY NO^ DESCRIPTION PRICE AMOUNI 

10 0067 Boxes 8 1/2 X 11 bond paper. 

White ' 7,26 .72,60' 

»TAX ' 3.63 

TOT^L 76.23 

« 
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JOB: SALES CLERK 
PERFORI'L\NCE OBJECTIVK NO. 3 
ACTIVITY NO. 2 

TEST ON CREDIT MEMORANDUMS 

You are employed by the Indio Paper Company, Inc. In addition 
to selling paper, your company also ^sells office supplies. 

Ten customers have returned merchandise to the Sales Depart- 
ment for credit. This merchandise may have been the wrong size or 
color, or it may not have been in good condition upon arrival. 

~ Attached are 10 memo forms to be completed by you using the 
-following instructions: 

1. Prepare a credit memo form for each customer by writing 
the information provided on the attached Credit Memo List 
under the appropriate column headings. 

2. Upon completion of each credit memo form, check the com- 
pleted form to see if the information is the same -as that 
on your Credit Memo Li^'t. 
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JOB: SALES CLERK 

PERFORMANXE OBJECTIVE NO. 3 TEST 

ACTIVITY NO. 2 

CREDIT MEMO LIST 

No. 1 

i 

To: Jean Salvatore 
4 22 Willow Street 
Boise, ID 83702 , 

Credit Memo No.: 1 
Invoice No.: 1121 
Date: January 14, 1975 

Sales Representative: Juanlta Gomez 



CATALOG 

QUANTITY NO, bESCRIPTION 



1 V 2214-X Sealing machine 



TAX ,14 
TOTAL 4.79 



xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxmxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx^ 



No. 2 I 

To: The Martin Company 
2212 3rd Street 
Anderson, IN 46011 

credit Memo No.: 2 
Invoice No.: 1212 
Date: January 14, 1975 

Sales Representative: Charlene Madison 

I 

CATALOG UNIT 



QUANTITY NO2 DESCRIPTION PRICE AMOUNT 

1 P0212 Art Cabinet 31.95 31.95 

TAX .96 

^ TOTAL 32,91 

120 



UNIT 

PRICE AMOUNl' 



4.65 4.65 
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JOB: SALES CLERK 
FERFORMANCE OBJECTIVE KO. 
ACTIVITY NO* 2 



3 TEST 

CREDIT MEMO LIST 



No* 3 



T^: \John Chadwick ♦ 
I 101 Delco Street. 
;Ovifi, ID 83260 

* 'credit Memo No* : 3 
Invoice No-: 1040 
Date: January 14, 1975 

Sales Representative: Sean Kern 



QUANTirY 



CATALOG 
NO. 



UJIT 
#ICE 



AMOUNT 



332- X 

333- X 



Rubber Stamp 
Stamp Fad 



2*23 
.75 



2.23 
• 75 



TOTAL 

TAX 

TOTAL 



2*98 
.09 
3*07 



xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxm 



No* 4 



To: James Evans 

624 Cherry Lane 
Boise, ID 83702 

" Credit Memo No. : 4 , 
Invoice No*: 1141 
Date: January 14, 1975 

Sales Representative: Eva Sclian 



OUAHTITY 



CATALOG 
NO* 



DESCRIPTION 



UNK 
PRICE 



AMOUNT 



X-345 
G-4'55 



Slide rules 
Rubber stamps 



6*25 
2*23 



37.50 
8*92 



TOTAL 

TAX 

TOTAL 



46.42 
1*39 
47*81 
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JOB: SALES CLERK 

PERFORMANCE OBJECTIVE NO. 3 TEST 

ACTIVITY NO. 2 



No- 5 

To: 



CREDIT MEMO LIST 



Cash and Carry Company 
201 26th Street 
Terra Haute, IN 47802 

'Credit Memo No.: 5 
Invo^.ce No.: 1080 
Date: January lA, 1975 



Sales Representative: John Weber 



OUANTITY 



CATALOG 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AilOUNT 



2 pkps* 



P0345 



Felt markers 



1.50 



TAX 
TOTAL 



3.00. 

.09 
3.09 



xmxxxx.Kxm.KXxxxm.\xx)oamxxxxxxxxxxxxKxxxxmxxxxxxxxxxxxxxxxxxxxxx^ 



No« 6 
To: 



James Dean 

201 Spring Street 

Boise, ID 83702 

Credit Memo No* : 6 
Invoice No. : 1122 
Date: January 14, 1975 



Sales Representative: Melvin Evans^ 



QUANTITY 



2 
2 



C*\TAL0G 
K0> 



322 
323 



DESCRIPTION 



Swivel j^hairs 
Swivel stools 



UNIT 
PRICE 



122 



59.95 
31.20 



TOTAL 

TAX 

TOTAL 



AMOUNT 



119.90 
62.40 

182.30 
5.47 
187.77 
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JOB: SALES CLERK 

PERFORMANCE OBJECTIVE NO. 3 Test 

ACTIV^ITY NO. i Cont'd 



JNo. 7 



CREDIT MEMO LIST . 



To: Robert Ramasey 
11 Main Street 
Boise, ID 83701 

Credit Meiro No. : 7 
Invoice No. : 1111 
Date: January lA, 1975 

Sales Representative: Verne Scha'ffner 



0 V 



QUANTm 



CATALOG 
NO. 



DESCRIPTION 



PX 24 



Desk file 



TAX 
TOTAL 



UNIT 
PRICE 



AMOUNT 



31.95 



31.95 

j96 

32.91 



XXXXXiOCXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX^ 



No. 8^ 



To: Charles Fibs 
201 Sea Lane 
Mansefield, OH 44903 

Credit Memo No.: 8 
Invoice No. : 1234 
Date: .January 14, 1975 

Sales Representative: Martin Larson 



CATALOG 
QUANTITY NO. 

2 96234 



DESCRIPTION 



Attache^ cases 



UNIT 
PRICE 



18.15 



TAX 
TOTAL 



AMOUNT 



36.30 

jA9 

36,79 
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JOB: SALES CLERK ^ 

PERFORMANCE OBJECTIVE NO, 3 TEST * ^ 

ACTIVITY NO. 2 Cont'd 

CREDIT MEMO LIST 

*^ 

No. 9 

To: Diane Riley 

222 Pearl Lane 
Warren, ID S.3671 

Credit Memo' No, : 9 
Inj^oice No. : 1090 
Date; January 14, 1975 

Sales Represei\tatlve: Lee Selji^^ 



* ^ CATALOG THFr ' 

^^^^ DESCRIPTION mCE AMn„.T 

I 2K Shelf CabdneC Unit 57 80 -, 57 gO 

\. . . '0 

TAX - • 1.73 

TOTAL 

mxxxmxxmxxxxxxmxxxxxxxxxxxxxxxxxm^ 

No. 10 

• 

To: S. R. Budd 

88 Maple Drive . . J 

. Troy, ID 83871 I 

, / - ^ 

Credit Mejno No»: 10 , * . . " 

Invoice No»: 1064 
^ Date: January 14, 1975 ' 

Sales Representative: Johp 'Carson 



■» CATALOG ui^j'^ . 

^^^^'"^ NO;.^ * DESCRIPTION ■ PRICE AMOUNT 



22416 Address books ■ 1,50 



7.50 



TAX .23 

TOTAL 7773 
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JOB: SALES CLERK 



Performance Objective No, 4 

Given instructor and student-prepared materials, the student will 
demonstrate ability to stock shelves according to instructor- 
prepared instructions. 



Prerequisites 

The student will have satisfactorily completed Performance Objec- 
tive No, .3, 



Materials and /or Equipment 

Instructor-prepared exercises and instructions • 
Activities for Performance Objective No, 4 

1, Complete the exercises under the direction and observation of 
the instructor. 
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JOB: SALES CLKRK ^ ^ \ 
^ 



Performance Objective No, 5 



Given instructor and student-prepared materials, the student will 
demonstrate ability to wrap and bag different types of merchandise 
according to instructions contained in the simulation kit^ 



Prerequisites 

The student will have satisfactorily completed Performance 
Objective No. 4. 



Materials and/or Equipment 
* 

The student will be' responsible for obtaining tapping paper, bags 
and merchandise. ' ' 



Activities for Performance Ob jective No, 5 

1- Using student's materials (wrapping paper, bags, and merchan- 
dise), the student will wrap and bag the merchandise quickly 
and efficiently, with the instructor observiii^, according to 
the attached instructions. 
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PERFORMANCE OBJECTIVES NO. 5 
ACTIVITY NO. 1 



Hov to Wrap Packages for Parcel Post Shipments 

If the shipping carton is strong enough and properly sealed, 
it is not necessary to wrap it in paper. The carton may be tied 
with strong twine or rope. If the shipping carton has printing on 
it or if it is not strong enough, wrap the carton in paper. Heavy 
paper of good quality should be used. The tearing of the outer 
paper wrapper can cause the loss of the address or th^ return 
address, rendering the parcel undeliverable. 

t 

WRAPPING MATERIALS . 



SISAL TWINE 
(ACTUAL SIZE) 

^ixzz:^^ 2 PLY-' 

C^ZZJZ 3 PLY 

INDIA JUTE TWIVE 
(ACTUAL SIZE 

xctsccca 12 
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PERFORMANCE OBJECTIVE NO. 5 
ACTIVITY NO. 1 




HOW TO rPAPER WRAP PACKAGE S 



Place the carton 
on heavy paper. 




Wrap lengthwise 
(Use tape to hold 
paper in plape) 




3. jfold neatly 
• at the 
corners 




7. Pull tight and 8, Repeat steps 6 and 9. Knot 

tie knot 7. Loop cord at 

each intersection. " 
Tie knot. 



\ 
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PERFORMANCE OBJE'tTIVES NO. 5 
ACTIVITY NO. 1 

How to Sjelect Packing Materials and Containers 

Select packing materials and containers that will protect the 
goods so that they will arrive .in good condition. 

"1. Pre-packa;^ed* dp boxed goods 

Many items, such as small appliances/^ toys, and gift items 

are pre-packaged in individual boxes. Each box should be 

sealed with gum tape so it will not open or break apart in 
shipping. 




Outer shipping containers 'are available for pre-packaged or 
boxed goods in sizes to hold 6, -12, 72, and 144 'individual boxes. 
If the shipment does not call for the full number that the -con- 
tainer holds, stuff the empty space with newspaper or^ ^ther filling 
materials to prevent the boxes from moving about in thfe container. 



FILLER MATERIALS 
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PERFORMANCE OBJECTIVE NO. 5 ' 
ACT^VITY•'^IO• 1 > ' 



2. Loose Items 



Wearing* apparel should be fajtded neatly with cardboard d'r 
tissue paper inserts to previpt wrinkling. Each article' 
may be further protected by placing it in a paper or plastic 

FOLDING WEARINC AgPAREL 




Close all 
buttons. 

I 



Place front 
side down, 
Put tissue 
or .cardboard 
in center. 



Fold sides 
to the 
center over 
the tissue 
or cardboard. \ 



Place tissue 
or cardboard 
on garment. 
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pesfor:i\.\'ce objective ::o. 5 
ACTivirr r^o. 1 

Loose iters may be protected by wrapping each item 
cohering and placing separators between itens, oo t 
materials arounJ the goods to protect thtia. 



PACKING LOOSE ITD!S 




3* F raftila it>:ms 



Glass, china &nd other breakable items snt;ui<l tnd. \ 
protected before being placed in a shipping ccvwkLncc v>;:;pi 
rator forms or specially designed protective paulta^'/'iG na;;, 
be used. 

PACKING FRAGILE ITEIS 
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PERFORMANCE OBJECTIVE NO. 5 
ACTIVITY NO. 1 

Scored sheet of 
corrugated board 




Flower container 
Glass tape 




Floral arrangement is taped to 
corrugate sheet, then assembly 
is slipped into container. 



How -to Close Parlcafrp s for Shipp ing 

Ttltltl^ ""'f '° '^'^ P^'^^^"" ^" adhesive, metal 

stitches, mde crown staples, paper sealing tape or reinforced 
tape Where adhesive is used, at least half of the packaee 
^houla be glued firmly to insu e safe.y of the packageln' 
snipping. Heavy parcels and those of unusual length should 

the'^id"f ''r\"''' r'"' '""'^ °^ reinforced tape around 
the middle of the package, ^^uuu 





Paper ^^ealiiig 
tape 



Reinforced 
tape 




Wide Crown 
staples 





Metal bands 



Metal stitches 
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JOB: SALES CLERK 



Performance Objective No, 6 

Given 5 ins t'»"'ictOT'— prepared c?se hi£tori9S concern ins hvTnsn rel^— 
tiouships, the student will analyze 4 of the case histories with 
95 percent accuracy. 



Prerequisites 

The student will have satisfactorily completed Performance 
Objective No. 5. 



Materials and /or Equipment 

Ten instructor-prepared case histories 



Activities for Performance Objective No . 6 

1. Analyze the case histories according to instructions. 
. 2. Upon satisfactory completior of Project No. 1, ask the ins true- 
tor, for the Performance Objective No. 6 Test. 
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PERFORMAKCE OBJECTIVE :<0. 6 EXERCISES FOR ACTIVm NO, 1 

Naire_ 

Date , . 

Score . 

. The man who works at the counter next to yours and who does similar work 
is late at least once a week. Tnis tardiness is overlooked since 
efficient help is hard to get. He, however, asks yoi|^ to help hin 
catch w so he can leave at the end of the day. What should you do? 



2. So.Teonc is 'a" ways taking uo a collection to buy a present for 

sor-eore in the store. You feel that these frequent collections are 
an intposition. What .should you do? 



3. SoT.c of the store e'pployees take coffee breaks that last longer than 
the fifteen ninuCes allowed. They usually ask you to stay longer, too. 
What should you do? 



A. \ co-worker stops by your counter at every opportunity to chat. 
Your supervisor is beginning to notice, and you have work to do. 
What should you do? 



5. Fellow en^ployees asked you to have lunch with them the first day of 
your new job. They talked unkindly about other people in the store. 
If you arc askcG to lunch with them again, what should you do? 
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PERFORMANCE OBJECTIVE N'O. 6 TEST 



Dace_ 
Score 



1. There are 25 people in your de par tiT.cn Even though you have con- 
centrated on learning the uanics, you are still having difficulty 
after working with these people for a month. What should you do? 



T 



2. You have been x/orking for a year and are entitled to a week's 
vacation with nay. The family olans a vacation in June, and your 
vacation has been approved for August. Other laerrbers in your family 
cannot change their plans* What should you do? 



3. You have been working for the same cotnpany for several years, doing 
an efficient job and getting along well with the other employees. 
You hav^ massed over for Dfomotion several tiires. What should 

you do? 



4, Mary, a member of a minority race, has not been invited by fellow 
workers to participate in coffee break discussions* Mary is a shy 
ocrson who hesitates to initiate friendships with her fellow workers. 
Viat should you do? 



5. The supervisor is very demanding, impatient, and critizes all the 
clerks dally. What should you do? 
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INSTRUCTOR'S COPY 



lej\rning packet for 
sales clerk job 
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:aI II^DrVlDUAL PROJECT 
REVIEW TEST FQk ARITHMETIC PROFICIENCY 

Kev: before lustruccioa in Aritlimecic for Discribucion 

Purpose : To cest scutieucy on basic arithmetic skills in coiaputa- 
ciou and accuracy; co deuermine where each individual must 
b^--"n ^'aprovtuaeiilL; uud to increase his competency in new 
U3e:s uf aritnsieti^- 

Pre-uro'>cct preuaratiou : Nonu 

Materials, ecuigmy>it> and suuolies^ : Reproduce the "Review Test" 
shown on the following pages (one copy for each stuuent) . 

Procts^ure: Tim«i is as important in, this test as accuracy. Have 
~ students begin at the same time, and note each student's 
lapsed time for tne whole test as he finishes. Every 
student should have finished by the end of the class period. 

Time for completion : Fifty minutes time should be the maximum for 
* each student. Cradin- may be by the instructor (recommended 
method) or by haviri- students exchanije papers for class 
grading. If the latter method is used, it is suggested that 
students be assij^ned a code number to use on their papers 
rather than names for identity* Code numbers may be kept in 
the instriuctcr's grade book for easy reference. 

Iivaiuatioi: : Each student's grade should be evaluated on the tasis 
oFTime ana accuracy. If computational skills are evidently 
in Ucied of improvement, the student should be counseled into 
<^skill-buildin3 drills. If the test shows sufficient computa- 
tion skill and c.ccuracy> the student may begin work' on the 
Sales Clerk Performance Objectives. 
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BASIC ARITHMETIC REVIEW TEST 



Add: 1. $5.14 2. $35.15 * ANSWERS 

4.79 29.29 ' ^ 

2.47 ■ 17.50 1. 

.89 ' 27.93 

9.54 2. 

■ 6.26 

3. 

3. $ 4.31 

7.88 4. 

12.73 • 4. 3 feet, 6 inches 

9.29 4 feet, 8 inches 5. 

44. C3 3 feet, 2 inches 

7.18 9 feet, 7 inches 6. 

137.29 



5. 



Subtract: 



6. 74 



10 


lbs. , 


4 


oz. 


37 


8. 


8 


lbs. , 


6 


oz. 


118 




21 


lbs. , 


9 


oz. 


1466 


9. 


7 


lbs. , 


4 


oz. 


905 




17 


lbs. , 


7 


oz. 


3 


10. 



12455 

718 11. 

9 

4073 * 12. 



18 



13. 



7. $826.37 

- 349.89 8. $1,943.17 

- 975.67 



57 ft., 11 in. 10. 18 lbs. 

-48 ft.. 3 in . - 7 lbs.. 12 oz. 



11. 100% - 63Z" 12. 17,976,814 

- 377.921 



13. 7,734 
-6.735 
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HuiLiplv : 



lA. $37.50 
X 3.47 



16. 18 

X 18 



18. $2,435 
X ,005 



20. 46 pounds 
X 14 



Divide; 



21. 357 ♦ 18 

23. 1,443 ♦ 17 

25. 355.891 ♦ 46.721 

ADD : 

27. 1/2 + 1/3 + 1/6 

29. 3 1/2+ 12 1/4 

31. 15/21 + 6/21 442/21 

Subtract ; 

32. 1 3/4 - 7/8 
34. 5 1/6-4 1/2 



15. 27,005 
X 2,411 



17. 197 

X 68 



19. $24.35 
X .075 



22. 18 ♦ 3.2 

24. $386.15 ♦ $27.84 - 

26. 4 feet, 9 inches ♦ 3 in. 

28. 2/3 + 3/4 + 8/9 

30. 4 9/16 + 12 3/4 



33. 1/2 - 1/4 



414. 
15. 
16. 
17. 
.18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
31. 
32. 
33. 
34. 
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-- Multiply; 

35. 4 1/2 X $1.35 36. 7 1/3 x 84 5/8 

37. 1/2 X 1/4 
Divide: 

38. 2 7/8 -f 5/8 39. 1/2 ♦ 1/4 

40. $385.25 7 2/3 

Give the decimal equivalents for the following; 

41. 1/2 ^ A2. 3/4 
43. 2 2/3 1/3 

• 45. 67% 46. • 375 1/4 . 

47. 3/4 of 1% • ■ - 

"I 

Give the fractional equivalent of the following t 

48. 3.67 49. 50.50 . 
50. 49.75 51. 23% 
52. 17 2/3% . 53. .6531 
54. 7.22593 5?. 8.1 
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Perform the following ext£:nsions: 

56. 15 each Q $3.78 per. dozen 56 

57. 9 cans @ 2 for 25 cents 57 
58". 27 1/4 dozen Q $2.89 each ' ts 

59. 3 yards, 2 feet, 9 inches @ $.29 per foot 59 

60. 13/4 pounds Q 9 cents per ounce , 60 



/ 
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' - INSTRUCTOR'S ANSWER KEY 

V ■ — — — 



1. 


$13.29 f 




10 Q 1 1 
IV . O J J 


41. 


.5 


2. 


§125.67^ 


22. 


C £ o c 






3. 


$223.31 


Zj . 


Q/, QQ 


43. 


2.67 


4. 


'20 feet, 11 inches 


Z4. 


9lJ •o/ 


44 


.333 


5. 


64 pounds, 14 ounces 


25. 


7.6 • 




. 0 / 


6. 


19,876 




ly xn. vO.t i ^t., / inc./ 


46. 


375.25 


7. 


$476.48 


z/ . 


1 . 


47. 


.OC75 


8. 
9. 


$967.50 , ^ 

9 ft* , 8 in. 


Zo. 

Oft 

zy . 


0 1 1'/1<^ 

Z 11/JO 
15 J/4 


48 . 

49 


3 677100 
SO S/10 


10. 


10 lbs. , 4 02. 


30. 


17 5/16 




49 75/100 


11. 


37% 


Jl . 


J 


51. 


23/100 


12. 


17,598,893 


. 32, 


7/8 


52 . 


1/0/ /lO ,000 


13. 


999 


33. 


1/4 


^ 53, 


6531/10,000 


U. 


§130.13 


34. 


2/3 , 


54. 


' 7 22,593/100,000 


15." 


65,\09,055 ' 


35. 


$6.08 


55. 


8 1/10 ' 


16. 


324 


36. 


620 7/12 


56. 


$4.73 


17. 


13,396 


37. 


1/4 


57. 


$1.13 


18. 


$12.18 


38; 


4^/5 


58. 


. $945.03 

\ ' 
$\41 

\ 

$2,52 


19. 


$1.83 


39. 


2 


59. 


20. 


6.^44 pounds, i 


40. 


$50.24 


60. 
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JOB: 



SALES CLERK 



GOAL: The student will be able to obtain, succeed, and advance 
m a Sales ulerk?s position. "vduce 

TASKS: 1. Prepares canh and credit ^alo.s tickets 

2. Receives payment for Merchandise and makes change 
J. Prepares credit memo formrt. * 

4. Stocks shelves." 

5. Wraps and bags merchandise. 

6. Demonstrates positive attitudes toward co-workers 
and customers. 

PERFORxMANCE OBJECTIVES AND CRITERION -REFERENCED MEASURES; 

lutV^ If^l '^"^"^ ^""'^ ^^"8^*^' the student 
will be able to completa cash or credit sales tickets 
m 30 minutes with 97 parcent accuracy "^^^Kets 

«fj^«.transactibns,-the student will make 
change m 15 minutes with 95 percent accuracy when 
^ m P-"^" amounts greater .;tian the sales tickets. 
3.01 Given 10 credit mejao forms covering different types of 
merchandise the student will be able to complete the 
forms with 95 percent accuracy • 
4.01 Given instructor- and student-prepared materials, the 

student will demonstrate ability to stock shelves 
^ ni ^""'^^^^S ^° instructor-prepared instructions. 
5.01 Given a simulation kit with wrapping paper, bags, and 
merchandise, the student will demonstrate ^biltt^ to . 
wrap and bag different types of merchandise accoLitig 
. 5° instructions contained in the simulation kit. 
6.01 Given 5 instructor-prepared case histories concerning 
human relations, the student will analyze 4 of - the 
case histories, with 95 percent accuracy 



> 
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JOB: SALES CLERK 



Performance Objective No. 1 



Prerequisites 



given a review in basic Tirh™!f,- score 85 percent, he should be 
with N'unbers serJes oJ comL^M ' "=^"5 Steck-Vaughn's Working 

Che student should be retested. arithmetic review. 



materials and/or Equipnent 




A. 
B. 
C. 

n. 

E. 

F. 

Gv 

K. Add 



I. 
J. 



Write carefully, neatly, and clearly. 
Write your nane on the line after the word "Agent." ' 
Fill in the lines fdr date, customer, and strKt 
Use a separate line for each purchased item! 

?^'^^°f '° price of eacA iten. 

rtS\£"i\h"the"wo^"d"^?:a^^- 

o"^\T^-e^^?h"th^t^d" 4tx^"^^^ — 
f ^iV^t rdML^^ott-^^^ — - 

^S e-f laL^" c^~d-ortol^^^^^^^ 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



PRICE LIST 





Catalog No. 


Price 


After Shave Lotion 


7A 


$1.89 


Bath Brush 


38 


/ 2.69 


Bath Mist j 


75 


' 2.29 


Bath Oil 


76 


2.10 


Bath Powder / 


72 


2.10 


Bath Refresher 


78 


2.09 


Bathtub Br^ush 


31 


1.89 


Body Lotion 


56 


1.29 


Bowl BruslJ 


37 


1.89 


Bowl Cleai>er j 


42 


.75 


Bristle Comb j 




62 


3.05 


Bubble Bat^h | 




73 


1.10 


Cleansing, Cream 




59 


2.48 


Cologne 


\ 


264 


1.98 


Comb Set . 


1 — 

\ 


65 




Compact \ 


*.lo 


3.UU 


Cream Sachet ^ 


270 




Deodorant \^ 


70 , " 


1.09 


Deodorizer 


\ 


20 


2.00 


Dry Mop 


\ 


122 


3.65 


Dust Glove 


\ 515 ■ 


1.15 


Duster Spray| 


; 

\ 511 


1.55 


* 

Dusting Powddr 


\ 83 - 


2.69 


Fiber Broom 


\ 119 


2.89 


Foot Spray 


\ 30 


1.98 
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jobK sales clerk 
performance objective no. x 
activity no. 1 



PRICE LIST ' 





Catalog No. 


Price 


Furniture Polish 


25 


$1.79 


rurnicure Wax 


24 


1-79 


Glass Cleaner 


165 


1.19 


Grease Chaser 


148 


1.60 


Hair Rinse 


272 


1.30 


Hair Sprr.y 


276 


1.80 


Hairbrush 


32 


3.09 


Hand Brush 


39 


.49 


Hand Cream 


50 


2.09 


Hand Lotion 


52 


• 1.30 


Insect Killer 


716 


2.19 


Ironing Board Cover 


96 


2.89 


Light Mirror 


' 418 


9.88 


Lipstick 


34 


' .98 


Moth Proofer 


153 


2.35 


Nail Polish 


53 


1.10 


Perfume 


268 


4.50 


Pet Shampoo 


609' ^ 


1.19 


Room Spray 


22 


1.75 


Rug Shampoo Set 


840 


11.50 


Shampoo 


71 


1,98 


Shave Cream 


79 


lao 


Silver Polish 


87 


'.99 


Sponge Mop 


112 


4.25 

9 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



PRICE LIST 





Catalog No. 


Price 


Spot Remover 


12 


$ 1.69 


Stand Mirror 


415 


10.30 


Steel Sponges 


141 


1.98 


Suntan Lotion 


58 


1.95 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



1. Mrs. Nathan Smiley 
432 Edson Place 

1 Comb Set 
1 Hand Lotion 
1 Bath Oil 

CASH 

2. Mrs. James Courson 
403 Edson Place 

1 Bowl Brush 
1 Bathtub Brush 
1 Bowl Cleaner 

CASH 

3. Mrs. Monroe Kammer 
386 Edson Place 

1 Bath Brush 
1 Bristle Comb 
1 Foot Spray 
CHARGE 

4. Mrs. Gordon Winters 
218 Lions Avenue 

1 Dusting Powder 

CASH 

5. Mrs. Ronald Rators 
224 Lions Avenue 

I Spot Remover 
1 Ironing Board Cover 
1 Silver Polish 
1 Deordorant 
CHARGE 

6. Mrs. Joseph Rule 
306 Lions Avenue 

1 Sath Kefr.eahej: 
X Furniture Wax 

CASH 



ERIC 



CUSTQMER LIST 

May 5 ' - ^ 

7. Mrs. Samuel Targel 
201 Uclid Avenue 

^1 Sponge Mop 
1 Fiber Broom 
1 Bowl Brush 
1 Bathtub Brush 

CASH 

8. Mrs. ^James Clorak 
225 Uclid Avenue 

1 After Shave Lotion 
1 Deordorant 
1 Shave Cream 
1 Bubble Bath' 

CASH 

9. Mrs. Norbert Angell 
240 Uclid Avenue 

1 Hand Brush 

2 Bristle Combs 
2 Deodorants 

• CHARGE 

10. Mrs. David MacGruder ^ 
301 Uclid Avenue 

1 Lipstick 
1 Deodorant 

CASH 

/ 

11. Mrs. Benjamin Oiley 
40 Cross Avenue 

1 Suntan Lotion 
1 Hand Cream 
1 Compact 

CASH 

12. Mrs. Michael Grant 
63 Cross Avenue 

1 Silver Polish 
1 Bath Oil * 
1 Suntan Lotion ^ 
1 Hand Cream J 
CHARGE 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE KG. 1 
ACTIVITY NO. 1 



CUSTOMER UST 



13, Mrs. William Petal 
85 Cross Avenue 

1 Comb Set 
1 Dry Mop 
1 Foot Spray 

CASH 

< 

14, Mrs. Robert March 
99 Cross Avenue 

. 1 Insect Killer 
1 Glass Cleaner 

CASH 

15, Mrs. James Scorey 
130 Cross Avenue 

1 Pet Shampoo 
1 Room Spray 

CASH 

16, Mrs. Lloyd Marshall 
485 Clinton Avenue 

1 Hairbrush 
1 Comb Set 



20» Mrs, Gene Sheridait 
290 Yalt Avenue 



:aI5h 



1 Bowl Brush 
1 Bowl Cleaner 



21. Mrs. David Needle 
296 Yale Avenue 

<^ 

1 Ironing Board Cover 
1 Furnityre Wax 
CHARGE 

*• « 

22. Mrs. Saul Maybaum 
« 3^6 Yale Avenue 

1 Compact 

CASH 

23. Mrs. Robert Scherer 
219 State Street 

1 Bath Oil 
1 Comb Set 
1 Hand' Lotion 
1 Compact 
CHARGE 



CHARGE 

17 • Mrs^ Morris Mentor 
506 Clinton Avenue 

1 Stand Mirror 
,1 Bath Brush 

CHARGE ^ 

18.* Mrs. James Johnson 
222 Yale Avenue 



1 Furniture Wax 



r 

4" 

19. Mrs. Lay Lou Shielus 
592 Clinton Avenue ' 

1 Hair Spray 
1 Hair Rinse 
1 Silver Polish 
CHARGE 



24. Mrs. Arthur Morle^ 
227 State Street 

1 Bath Mist 
1 Bath Brush 
1 BatK Oil 

25. Mrs. Richard Kestner 
235 State Street 

1 Deodorizer 
1 Steel Sponge 
1 Cream Sachet 
CHARGE 

26 • Mrs* Jervis Smith 
240 State Street 



1 Grease Chaser 



CASH 
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JOB: SALES CLERJC 
PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO". 1 



CUSTOMER LIST 
May 7 



27. Mrs. Morton Catler 
252 State Street 



34. Mrs. Steven Longman 
109 New Street 



1 Cologne 
1 Perfume , 



CASH 



1 Dry Mop 
1 Dust Glove 



CASH 



23. Mrs. Joseph Lang 
19 Main Street 



35. * Mrs. Louis Lassiter 
176 New Street 



1 Stand Mirror 
CASH ' 

29- Mrs. Henry Rand 
48 Main Stfe^ 

1 Deodorizer^ 
1 .Furniture Wa>: 
1 Hand Brush 
CHARGE 

* 

30. Mrss Jerome Jay 
86 Main Street 

1 After Shave Lotion 
1 Shave Cream 

CASH 

31. Mrs. Alfred Stoner 
112 Main Street 

1 Stand Mirror 

CASH 

32. Mrs. Milton Langton 
88 New Street 

1 Sponge Mop 
L Fiber Broom 

CASH 

33. Mrs. Franklyn Meadows 
101 New Street 



1 Bristle^omb 



CASH 



1 Hand Brush 
1 Hairbrush 



36. Mrs. Al Steeley 
183 New Street 



1 Furniture Polish 



CASH 

37. Mrs. James Col tar 
126 New Street 

jL DeoHorizer 
1 Cream Sachet 
CHARGE 

38. Mrs. David Duncan 
427 Long Avenue 

1 Fiber Broom 

CASH 

39. Mrs* lewis Griffin 
472 Long Avenue 



CASH 



1 Shampoo 
1 Hand Cream 
CHARGE 

40. Mrs. L. Wister 
125 Rose Street 

1 Compact 
1 Lipstick 
1 Bath' Powder 
CHARGE 
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PERFORMANCE. OB JECTIVE NO. 1 
ACTIVITY NO. 1 



KEY 



HOME PRODI CIS CO. 



Cuttomcr 



Stive* 

Ouanti 




— ! 

^1- 



(6as5 ) 

CHARGE 



L 



P4y thu Atr't 



fncc 



Name. 



Afcnl 



HOME PRODUCTS CO. 



Customer. 
Street 




Oointiiy 


So 


Dc«aiptipn 


fncc 


/ 










/ 


^/ 




/ 


















, 




- 




i 








1 
















Total 
1 SiVs Tax 
Pa> this Am*t 






cRSrge 


"'ft. 


Zp 
7^ 



HOMK PRODrnS CO. 



Apent ^Q^'TZC/ _ J^LC-t^ 


OiMntity 


No * I>rtw»r<«oft 


Pnce 


; ^ 






















— 1 




















j Pay this Am*i 






_ 









HOME PRODrCTS CO, 



Ajtent 

Ciutomci 
Street _4 






i Ooantity ' No- 


j 

Description 


Price 




































































CHARGE 

Pty thn Ain*t 






/I? 


1 z 
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PERFORMA^CE OBJECTIVE NO. 1 
ACTIVITY NO. I 



HOME I»R(JDl ns CO. 

ro«omc<^b ^^71jlIA' ./^^t^y^-^! 



PtKt 



IE 



!^ 



f CAS!I 



- f- 



HOMF PKOOlfTS CO, 



y.- 



' tCASHJ 
i CHi\RGE 



T«al 
S»lc»T»« 

Pir "«« Am'i 



// 



Aiicnl 



HOME PHODl'CT?; CO. 




8 



HOME PRODrCTS CO. 



A?cnt 



Cu 




XASHJ 
[ARGE 



Toul 

ihis Am'i 



•S\/8 
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PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY llO. 1 



KEY 



HOME PRODI (TS CO, 




Quantity ' No 



DcvCfipti in 



CASH 
Charge: 



foul 

S^Ics Tax 
Pav thj? Ani*l 



Pncc 



An 



±jL2. 



23 



Agent 



10 

HOME PRODUCTS CO. 



Custom^fj: 



Quantity 


No 


Description 


Price 


/ ^ 










f 






/ 




























\ 










/ 
















(CASH^ Total 
CHMGE 

Sales Tsx 
Pay (his Am't 















HOME PROFIT TS < (), ^ 
Afcnt .Q^^*!" 

Street Cl^'^'^ ^^ir^->:iM^r^ 


OuantUy T No 


Descnpnon 


Pncc 


7 

/ 

A.- . 






























} 
















CHARGE • , _ 
Saks T** 

1 Pay this Am't 


7 




7 


F 



12 

HOME PRODI CTS CO. 

J 



Agent , 



Date/ 



Customer. 
Street 



^ nate^4^^^^ 
cr 



Quantity 



£7 



l>c5cripiion 



Price 



Total 
Sales Tax 
Pay this Am*t 



3L64 



/3 



3A 



ERIC 



/74 



PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



. 13 

HOME PROUlcTS CO, 



Cmtomcf^^^^. '?kuUc<tf>u^. 



\ r ^>?4ft«>ty So 



— ^if/- 



Vncc 



3 



22 



(CASH> 



* 



3^ 



15 

HOME PKODl fTS < <). 



Afcnt 



Street # ^jC/'7 r€frLc<. 



i'u'tomcr J 



Dcscfiphon 



CmCE 




Name 




Cmtomer!^-)^;. /{V^/t_^ .^ZO^./y-C^U 
Stf cet A. 



I 

QuantHy ) No. 



/ 



Pcscftption 



Pncc 



$ASHJ 
Clir^RGE 



Totat 
Sal<s Tax 
Pa> Ihis Am't 



3 



13. 

L3\ 



5-6' 



16 

HOME PHOnrCTS CO,. 

Atcnt 





Description 


Piict 










03. 






\: ' 1 










1 






























/ 

. r 


CASH 


\ \ 
Toul 

SAkiTtx 






^R^E^ 






P»y Ihii Am't 




is 



:i7d 



A 



PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



KEY 



17 

HOME PRODI CTS CO^ 



A cent 




Customc 




\ 



CASH 



S4k» lax 
Pav ihji Am't 



3S- 



\ > 

V 



19 



\ Agent 



noMK PRODITTS < O. 



t 



5^rfer 
! Quantity | Nfo 



tVscnption 



Price 



Tola* 



A jcnl 



18 

HOME rROOUCTS CO, 



Street , ^-^tr^T t*^ 



Quantity 



/ 



Description 



CI!/\RGE 



Total 
Sale* Tax 
Pay this Am't 



Pncc 



1. 



7± 



7-7 



: 20 

1 HOME PROmXTS CO. ' 


Street ^ f ^ '^i'/<> QruXMU-^ 


Quantity 




Description 


Pncc 


/ 






/ 




/ 
























\ 




































^SB) ToU! ' 
CH;\RGE 

SaktTax 

_ P<y this Am*l 




/J 


z 


77 
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PERFORMANCE OBJECTIVE NO. 1 

ACTivin Ko. i 



KEY 



Aceni 



21 

MOME P«Oni <TS CO. 



\ Customer 



CASH 
<f/HARGE> 



U>\a\ 



9/ 



Agent . 



22 

HOME PRODVCTS CO. 



Street .3.^.444^^- J lsCinJ^ ^ 



LCASH 
CHARGE 



licKTiption 



TotaJ 
Sale* Tix 
Pa> this Am"t 



23 

HOMK PRODI (TS ( (>. 



i^antity ; Nfo 



IVscnption 



J ^ /A 1^ W^cJ^ 



CAS2! 
rCHARGE;} 



Total 
SaVci Tax 
Pay thJi Am't 




Aitcnt . «- 

Cuitomci 
Strcct«.<; 


24 

HOME PRODI <T5i CO 


' 1 

1 

1 


Oatc^4^ 






Quantity 




Oe&criptton 


Pncc 








1 




/ 


















































CASH Total 

{"CHiVRGp ^ , ^ 
^ Saie^ T« 

^ Pay thii Am't 


7 


Og 






V 





PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 1 



KEY 



Name. 



25 

HOME PRODI CTS CO. 

Agent 

C uslonvr.^ii'^t' ^^JdC.-AilA^ ^J^X^^IuM^ 




|lf>ME PRODI CTS CO, 

Agent 



<" u'tomcr 
Street 



Quantity | No 



Dcscf>ptton 



Pncc 



i 



t (CASH^ 
CHARGE 



* 168 




Agent 



26 

HOME PRODUCTS CO. 




nate5§Z^^^^ 
Street^4r/> "-^^^ jfeL ^J^^k^^ 



Quantity . No, j Dexfiption 



Pnct 





■ 1 -i 


•A 


1- . ! 




CHARGE 


Total \ /\^0 


&.lc$Tax \ ! 1 


Pay this Ann ^ / 



Aitenl 



28 

HOME PRODl'CrS CO. 



Quantity i No. 


Description 


} 1 
Pncc 










!— 






i 








4 * • 
























i 

\ 








(^h) Tot*» 
CHARGE 

S*1c#T*x 

Pay ihij Am'l | 










/o 
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PERtORMANCE OBJECTIVE KC. 1 
ACTIVITY KO. 1 < 



KEY 



2y 

HOME PRODi CIS CO. 






Pncc 








/ 










/ 














\ 















1 






i 




i 




i 




CASH T,>rj! 

Pjv ih»« Am't 










^1 


f9 



Co«omc 
Street 


30 

HOME PRODl'CTS CO. 

t 




Ouaniity 




Dcscnpi^on 


Pncc 


J—. 










/ 
















1 










! 


















! i 1 






(Sis) Toul 
CHARGE 

Sales Tax 




AS- 


3 





31 



AiEcni 



iio\fK PRODI rrs <o. 





1 

f Derscryption 


Pnce 




















■ JL— 




f 
i 






















— r ^ 
















/ 

TMal 
Salci Tax 
Pay thi« Am*l 






CHi\RGE 


1 





\ — 



32 

HONfE PRonrcTS CO. 



Street 

I p-=X= 




ERIC 



179 




PERFOK.MAKCE OBJECTIVE NO. 1 
ACTIVITY NO. I 



KEY 



Acent 



33 

HOME PRODI rrS CO. 



Date 



-7- 



Pncr 



i r 



(CASH^ 
CHAKGE 



\ 



Afcnt ^ 

Cu^tonxl 
Strrct 


\ 34 
HOME PJIODCCIS CO. 




— r— ] — 1 

Oiuntiiy * No 


Dcjcriplion 


Pncc 


/ 










/ 






/ 








\ 










\ 




































{cash) Toul " 
CHARGE 




?£> 






P3> th!^ Arr t 







35 





T" 


i ' 

n«criptwv> \ Pncc 













i 






- . J 1 






1 












Cr!A?lGE . . 
j * Pay thjt Am'i 








!S 


3 





1 

A(!cnt 
Street 


36 

lOME PKODITT? CO. 

/ - ' 












Pnct 


/ 


J 












^ , j- 














































(^^SH^ Tcul 
CHARGE 

SaksTav 


f 








-Pay thu Am*t 


/ 





uo 
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PEKFORMANLE OBJEaiVE NO. 1 . 



37 



Ascnt U«X/i4 



HOME l»R0nU7S to. 





Prf^ th V Am i 



3 U 



Namt_ 



Agent . 



38 

HOME PRODUCTS CO. 



I street, j?^rg ? .e^k^- 



Quantity 



(CASH) 



Total 
SalwTax 
Pay ih« Am't 



39 

MOME rKOm fTS I o. 



f Si tomcr 



r)c«riptiv>n 



Pncc 



oharge;) 



Ti>t4! 

Pay fhii Am*t 



40 

HOME PRO irCIS CO. 



Vuttomcf j^.oi^.. .:y?!r^ 


Street, 7^ kf-.^iK-^ S;i:&t^jJZ. 


! 


; 

DcT^riptton Poet 
















^8 












\ 






1— - 

1 








1 


' 







r 










] 

Toul 
Sales T\x 
Pay (his AmN 




08 








3^ 
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JOB; SALES CLERK 
PERFORMANCE OBJECTIVE NO. 1 
ACTIVITY NO. 2 



TEST^ 5 c 

INSTRUCTIONS: During the previous week the sales listed on the 
enclosed sheet were made. Using the enclosed price catalog, custo- 
mer list, and sales slips, lyrepare the 12 sales slips according to 
the following instructions: . " . \ * 

. A. Write carefullft neatly, and clearly. 

B. Write your name on the line after the word "Agent." 

C. Fill in the lines for date, customer, and street. 

D. Use a separate line for each purchased item. 

; E. Use the price catalog to determine price of each item.. 

F. Add the prices of all purchased items and write the toral 
on the line witti the wofd "Total." ' ^ ^ 

G. Determine the sales tax on this total and write the amount 
on the "Sales Tax" line (sales tax is 5% of Total). . 

H. Add the total and the sales tax and -write the amount on the 
^ line with the words "Pay this Amount." 

I. Circle "Cash" or "Charge" according to the type of sale. 
J-w Number each sales slip to correspond to customer list. 
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JOB: SALES CLERK 

PERFOPMANCE OBJECTIVE llO. 1 TEST 

ACTIVITY Vi^ 2 



PRICE LIST 





Catalog No. 


Price 


After Shave Lotion ^ 


74 


$ 1.89 


Bath Brush 


38 


2.69 - 


Bath Mist 


75 


2.29 


Oil 


76 


2.10 


Datn Powder 


72 . 


" 2.10 


Bath Refresher [ 78 ?i 


2.09 


Bathtub Brush 


31 


1.89 


Body Lotion 


56 


1.29 


J ^ — 

Bowl Brush 


37 


1.89 


Bowl Cleaner 


42 


« 


.75 


BVistle Comb 


62 


3.05 


Bubble Bath 


73 


1.10 


Cleans ing^' Cream 


59 


2.48 


Cologne 


264 


i.98 


Comb Set 


65 


2.39 


J 1 

Compact 


216 


3. 


.00 


Cream Sachet 


270 




49 


Deodorant 


70 


• 1.09 


Deodorizer 


' 20 


2.00 


Dry Mop 
- 


122 


3.65 


Dust Glove ( 


515 


1.15 f 


jDuster Spray 


511 


1.95 


Dusting Powder 


83 


2.69 


Fiber Broom 


119 


2.89 


Foot Spray 


80 


1.98 


173 
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JOB: SALES CLERK 

PERFORMANCE OBJECTIVE KO. 1 TEST 

ACTIVITY No. 2 



PRICE LIST 







Price 


rurnxcure roxxsn 


25 


$ 1.79 i 


Furniture Wax 




1.79 




165 


1.19 


Greast^ Ch3SiE:r 


1A8 


1.60 


Hair Rinse 


272 


1.30 


Hair Spray 


276 


1.80 


Hairbrush 




3 09 


nana orusn 


39 


.A9 


Hand Cream 


50 


2.09 


nana lo c i on ^ 


52 


1.30 




716 


2.19 


Ironing Board Cover 


96 


2.89 


Light Mirror 




9.88 


Lipstick 




.98 


Motn rroorer 


153 

X J J 


2.35 * 


Nail Folisn 


S3 

JO ' 


1.10 


Perfume 


OAR 


4 50 


Pet '^haniDOO 


609 


1.19 


Rood Spray 


22 


1.75 


Rug Shanpoo Set 


840 - 


11.50 . 


Shampoo 


71 


1.98 ' 


Shave Cream 


79 


1.10 


Si .vcr Polish 


87 


.99 


Sponge Mop , 


112 


A. 25 



ERIC 
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JOB: SALES CLERK 

PERFORMANCE OBJECTIVE NO. 1 TEST 

/^TIVITy NO. 2 



PRICE LIST 




175 



ERIC 
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JOB: ' SALES CLERK 

PERFORMANCE OBJECTIVE NO. 1 TEST 

ACTIVITY NO. 2 



CUSTOMER LIST 
June 1 



1. Mrs. Fred Mar ford 
246 Broat Street 

1 Comb set 

CASH 

2. Mrs. Morris Morberg 
505 Robin Place 

1 Bubble Bath 
1 Bath Powdef 
CHARGE 

3. Mrs. Harry Roth 
4*745 Robin Place 

1 Pet Shampoo ^ 
CASH 

4. Mrs» Dale Warden 
14 Hill Street 

1 Bowl Brush, 
1 Bowl Cleaner 
1 Deodorant 
CHARGE 

i 

5. Mrs. Cedric Kaufman 
406 Helen Avenue 

1 Furniture Wax 
1 Room Spray 
1 Grease Chaser^ 
CHAPAE ' 

6. Mrs* James Blair 
348 Broad Street 

1 Li^tick 
1 Deodorant^ 

CASH 



7. Mrs, Frank Mayer 
'28 Hill JStneet 

1 Bristle Comb 
1 Hairbrush 
1 Hand Cream 
CHARGE 

8. ' Mrs* Donald Deemers 

176 Court Street 

1 Shampoo 
1 Hand Cream 

CASH 



9. "Mrs* Otto Reichman 
148 Court Street 

2 Hairbrushes 
1 Hand Cream 
CASH 

10. Mrs. Paul Hampton 
515 James Street 

1 Sponge Mop 
1 Fiber Broom 
1 Deodorizer 
CHARGE 

11* Mrs* John Whitman 
212 Berry Avenue 

1 Silver Polish 

CASH 

12. Mrs. Walter Allen 
476 Seco|^d Street 

1 Stand Mirror 

CASH 
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PERFORMANCE OBJECfiVE NO, 1 
ACTlVn-Y NO, 2 



KEY 



i 

i 


X 

MOME PKODl fTS CO. 






! 
















t 

t / _ 




J? 


t 




i^,: 


















1 


1 

i 









' 


-J 

























...0 i 






\ CHA^E 


Wf^ Tax 1 






t 









MO.NIE PRODl'CTS CO. 
KVn{^ J_i3^j!L*^C ^ ^1 

_ _ 



7 •? 



CASH 
tHAKGS 



SjV* Tax 
Pa> this Am'i 



HOMK PKOiJUTS < o. 

^^^^ _ -*^_Ar~^'*r'^^ „„ 



Pocc 



-J- — y 



Si»ct Tax 
" Pav th«i Am't 



1} 



* JfOME PRODI (TS CO. 



l>e«ftption 



Pnct 



Toi>l 
SaUtax 
Ray iWi Am't 
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PERFORI^ANCE OBJECTIVE NO. 1 
ACTIVITY KO. 2 



KEY 



^1 



MOME PKODl (T» 



CASH 

,1C«IARCE> 



1 



111.-! 



1^ ^-W. 



HOME PRODfCTS CO. 



Agcni 



r>Ai( 



Si reel 



Qiunttty t No 



Desiripison 



Pncc 



(6aH> 

CHiVRGE 



Sd'c^ Tan 
Pa> ihjs Am't 



HOMF PRtiDl'f rs (I). 



8 

HOME PRODJ <ns CO. 



I 



r 



Pncc 



Ajtcnl 



Street 
I Quiniity No 



Descrtptiori 



Pncc 



f — ' — 
% 

CASH 



Piy Ihi^ Am't 



:cAsu 

CHARGE 



Piy thit Am't 
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f'LKjrOHMANCE ODJECTIVb NO. 1 
ALllVirV NO. 1 



MOMF PRODI (TS CO. 



10 

HOME PROums'co. 

y 



! Street -^y^ Q /iTllc^^' . ^ 

r^- — ^ — ~ ' ' — \ 



-1 — i 



CHARGE 



1 . 



CASH 



u 



1 



Sj!^^ Tax 
iNk Am'c 

HOVIh PROD? (TS CO. 



H*M ^&^^-^4^ 



— 



I . — 



\ 



-4 



i- 



CUAilGE 



Sa'e* lax 



i 



LCASH . 
CHAKCn 



Total 

Pay (his Am'l 



2Z 
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JOB:- SALES CLEPtC 



Perfor mance Objective No. 2 \ 

Given 20 sales transactions, the student will make change in 15 
minutes with 95 percent accuracy when given Amounts greater than 
the sales tickets. 

' / • • ^ 

Prerequisite . ^» 

The student will have satisfactorily completed performance 
Objective Mo, 1» 



Materials aiid/or Equipment 

A money tray, play money, and 25 monetary exercises (exercises may 
be instructor-prepared or taken from South-Western Cierical Record 
Keeping kit) . ^ 



Activities for Performance Objective No, 2 

1, Determine the amount of coin's atid bills requirecT^o com'plete " 
each sales transaction oni Exer^ses No. 1 and No», 2. Li^t ' 
under the appropriate headings the^number of coins and bills 
required to complete the transaction (use as large a denomina- 
tion of coins and bills as possible) • 

2, Upon satisfactory completion of the exercises, ask the instruc- 
tor for the Performance Objective No, 2 Test, , 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE NO. 2 
ACTIVITY NO. 1 



INSTRUCTOR'S KEY 
EXERCISE NO. 2 



LEARNING TO MAKE CHANGE 

Mikxng change i-^ an integral part of the Sales Clerk's job". You must'perfoni. 
thL. responsib lity -with accuracy and skill. The- exercises that fonow"jir 
■icquatnl y^u with the procedures for making change correctly. 

INSTRUCTIONS: j Using the least number ot coins and bills, indicate Uie'amount 
of change to be returned for each of the following transactions. 



. , AMOUNT * <WOUNT 
( OF SALE I TifN-DERED 






; i 1 • . 

i 

* i ' . ' 


.01 


1 


.10 


.25 


.50 

* 


: 1.00 


5.00 ' 


f 




* 














1 




1 




2 




r 

2. $ .17 $ .50 






\rr- 




"1 . 


1 

r 


1 




t 3. $1.2^ j $15.00 


1 


! 


2 




1 ' 


3 


1 

i 


, ^. $ .81 $,1.00 > j 


4'* i 1 


1 




> 


« — 





' 5. $ .39 ' $1 


d:oo I 






1 






4 


1 


1' ^6. $ .2r . $ 

r — .r ', i_ 


.50 ' r 4 . 

H ^ 






. 1 




\— 




, 7. $7.57 «i $1 
f 




* 1 


1 






2 




■ 8. $3.02 > 


► .00 j 


3. i 




2 


1 


1. 


1 


i 


.9, $2.76 r $1^ 
^ 








2 






i 2 


. ! 


10. $1.57 ( $ ^ 
\ ■ — — 


.00 ' j 


f 

3 


1 ^ 


\ 

• f 1 


l" 


— f- 


3 


1 
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Worth: itl points 
Scorp: _ 

/ 

Grade: 
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JOB:. SALES CLERK 
PERFORMANCF. 05JECTIVE_H0, 2 
ACTIVITY NO. 1 

INSTIOJCTOR'S KEY 
5:XERCISE NO^ 1 

LEARNING TO MAKE CIIANGE 

Making change Is an integral partjof Che Sales Clerk's Job* You must perform 
this responsibility with accuracyV^and skill. The exercides that follow will 
acquaint* you with the procedures for making change correctly. 

|ns|cRUCTIONS: 



Using the least number of coins and bill^, indicate the amount 
of change to be returned for each of the following transactions* 



\ 



I 

i 


moim j 
OF saT[e 1 


AMOUNT 

tendered 


denominations 


J — 

1 


i 




.01 


.05 


.10 


.25 


.50 / 


1.00 


5.00 




1 












/ 








$2.73 { 


$ 5.U0 


2 






1 




2 




'2. 


f- 

$ .17 \ 


■ 1 

$ .50 


3 


1 . 




1 


X 






t 

13. 


$1.29 |> 


$10.00 


1 




2 






3 


1 


A. 


$ .SI 


$ 1. 01 




1— — 


2 










•5. 


$ .39 


$20.00 






1 




1 


4 


3 


]b. 


$ .2b 


$ 5,01 


L 






1 


1 






7. 


$7.57 1 


$io.oo ( 


3 




1 ' 


1 




2 






$3.05 1 


f 

$ 5,. 00 






2 


1 


1 








$2.76 ;j 


$io'^d6~ 






2 






2 


^ 1 


10. 


$1.59 , ; 

^ — 


$20.00 


1 


1 


1 


'"^1 




3 


3 



Wo-rth: 10 Points^ 

Score: 

Grade: 



• 9 
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JUii: SALES CLERK 

ACTivm'??:o. 2 



INSTRUCTOR'S KEY 

MAKIKG CHANGE TEST . 

Li.-.tud below are naking change exercises. The amount' of sale and amount of 
noney tendered Is tendered. Please indicate the anount of change to be re- 
turned for eac!i'of the following transactions by using the least number of 
coinj> and billji. 





A>:UUNT ' 
or SALF • 


;\mou:;t 

TENDERED 






DENUMINATIONS 






1 

1 






! 




' .01 

1 


.05 


.10 


.25 


<• 

.50 


1.00 


' ! 
5.00 1 






















- 1 




I. 


$5.72 ' 


— ri 

$12.00 




3 







I 


1 


1 

1 


1 

1 i 




2. 




$35.00 


2 




1 




rn 




6 




3. 


^5.01 


$10.00 


' ! 


2 


1 


1 


4 


! 




4. 


$5.b9 


$40.50 


1 






1 


1 


. 


. 6 ! 




3. 


S3. 72 


— 

$10.00 


1 

3 




7' 


1 




1 


1 


1 


6. 


$6.41 


$15.50 




1 








4 


•1 




7. 


$b.40 


$10.00 ^ 




1 




1 


3 






3. 


$4.27 


$20.00 


! 3 




2 




, 1 




3- 


1 
i 


9. 


$4.46 


•$ 5.30 


4 










J. 






10. 


S9.25 


$20.00 


■ 






1 


1 




2 



Worth: 10 Points 
Score: 

Grade: 
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JOB: SAtES CLERK 
PERFORMANCE OBJECTIVE NO. 2 
ACTIVITY NO. 2 



MAKING CHANGE TEST Con'd 



1 AMOUNT 1 AMOUNT 
OF SALE i TENDERED 




' ! 

DENCWINATIONS 


1 1 
1 

t " 

i 


.01 


.05 


.10 


.25 


.50 


, 1.00 


5.00 
















^ 

! 1. $4.06 1 $10.00 




1 


1 


1 


1 




1 


i ' ' 

2. $4.63 : J$ 5.00 


2 




1 


1 








. 3. $4.46 1 $ 5.50 


4 










1 


i 


j 1 

4, $9.25 • $20.00 


; 




1 


1 






5. $4.06 $10.00 


4 


1 


1 


1 . 


1 




< 

1 


) 

1 b. $4.63 $ 5.00 


1 i 




1 


1 








, 7. ^5.72 J $12.00 








1 




1 


1 


, 8. $4.88 1 $35\rt) 


2 




1 










1 

i 9. $5.01 i $10.00 


k 




2 


1 


1 


. 4 


1 


10. $5.69 i $40.00 


^ 1 


1 




1 




4 
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Worth: 10 Points 

Score: 

Grade: 
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PERFORMANCE OBJECTIVE NO. 2 
ACTIVITY NO. 2 ' 

NOTE: Attached sales tickets may be used for oral testing of the 
student's ability to make change if the student does not satisfac- 
torily complete Exercises No. 1 and No. 2 of Performance Objective 
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ERIC 



WAKEFIELD FOOD STORE 




ADDRESS 



.>M*T. RfC-DJ 



/ 1 /Wj-Sl^rvoZ^^V II 




/t 












/ 








/ 








A/ 






/? 




























s-o 














AO 
















AT 




TOTAL 


- ^ 




•-9 








PAVMKNT TE.NT)EREI)_$12 



NAME. 



WAKEFIELD FOOD STORE 



>VJP^7 .yffA^Aj^^ 



ADDRESS 



^MT REC'D. 



/ 



TAX 



TOTAL 



4^ 



2^ 



9^ 



PAYMENT TENDERED $10 



WAKEFIELD FOOD STORE 



Iw- lvui<J-*.jLjL DUAL* 



-t* 



_AMT REC'D, 




PAYMENT TENEERED$35 



WAKEFIELD FOOD STORE 



NAME. 



OA1 
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PARENT TENDERED $/10.50 



ERIC 
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WAKEFIELD FOOD STORE 

»MT.'REr.'n j^jr^ 



■OLDir- 




lOlAl 



•■10 



' IM«<iii;.s.A.l 

WAKEFIELD FOOD STORE 



-as: 



2JL 



AOOftCiS 
•OIJOVY. 



/3 0^7 v^^ ^ 



AMT. RCC-D_ 



^7 Xt/. " ^j^c 



33. 




«HENT IENDERE0 $10 



WAKEFIELD ^^OOD STORE 

riTT 



ADORCSS. 

















>4o 


L 








f 



















7^, 














7J 




























• TAV 








TOTAL 


• 9 




•-10 









PATi-MENT TENDERED_J20_ 

WAKEFIELD FOOD STORE 



DATE 

NAME fVbt^. K<Jg«>^, 

ADDRESS -ijj^J 3!!r^A><jt^ S4-r 





t 11 louL^ctOL^ 




0? 
ao 




1 








XO 
















3 


















































£^ 




Jam _ 















PAYMENT TENDERED $5 



ERIC 
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WAKEFIELD FOOD STORE 

.tt- 



OATC- 



__>MT. RE]C'0...2 

























--52. 



1^ 



/ ' ^.^^^ J ^Le^;f l^_ ii j:ZZ 




(M<*inU.S.A.) 

PAYMENT TENDERED _$5-50 

-WAKEFIELD FOOD STORE 



/ 








/ 








^. 
















/ 








/ 








_^ 
/ 












5^ 


3 






/^r 


I 








. I 






/3 


n? 














V7 




TAY 




/9 




TnTAT 




Ob 


M7 


* 







PAYMENT TENDERh D ?>10 



HAMK. 



WAKEFIELD FQOD STORE 

DAT1L 



ADOROS. 



JVMT. wgg'n /O^ — 











1 








{ 




I 


13 




.Jui^^i^^w— 










1 , 








- ^ 


4o 
















^0 . 


1 






3S- 


f 






'71 




















* 








TAX 


1 






TOTAL 


9 




t-10 


4 







(Mt«»tnU.S.A} 

PAYMENT TENDERE D $20 



WAKEFIELD FOOD STORE 



NAME. 



ADDRESS 



lAMT. RZC'D-i2_ 



/ 






0? 


:? 






2,0 


3 






3o<» 


















_L 






35" 


I 






/Z- 










3 






<^ 








4 


























' TAX 








xom 


V 
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(M«^lnU.S.A) 

.>AYMENT TENDERED $5 



198 



ERIC 



WAKEFIELD FOOD STORE 



3.7a-«t djj., -t-, Tt.^ , 



■OLD MY^ SyAS- f 



f CO 



1 






its 




















. f 












fS 


-^^*=— 
























at 














1 

t 

1 








* IAS 




/? 


TllTAI 






S-15 1 







(Mt*lllU.K.A,) 



PAYMEST TENDF.RE!) JH» 

WAKEFIELD FOOD SJORE 



DAT) 



ADDRESS --^63 7 - 




4 



-AMT. REC'O J 




(Ma49 U. $« A) 

PAYMENT TraDERED SIO 



WAKEFIELD FOOD STORE 

1. v-^^- 

ADORC5S " 




/ 


e^c^ it 1/9 


/ 






3 




/ 








_I 
-i. 








as- 




Ruujfztz^ II 


43 
























^ 










3o 






— ^ 


// 




TAY 


1 




B-40 




1 6 


V/ 



(M44*inU;S.A^ 

^PAYMENT TENDERED $15.50 . | 

WAKEFIELD FOOD STORE 

DATE. 

ADDRESS 

(2^-3 





JCAJL 



ft.7 



TQTAI 



2^ 
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(MAMMU.S.A) 



2i 



PiXMENT TENDERED $20 j 



ERIC 



199 



WAKEFIELD fOUU t>lUKt 



NAMC- 



«AMT. RBCO. 



its 



i.15 



TAV 



TOTA!. 



2^ 



33 



10. 



2S. 



2£. 



i5. 



2i 



^ (M«4ilnai.A.) 

PAYMENT TENDKRfcD $10 



WAKEFIELD FOOD STORE 



TAVMENT TENDERF,r> $10 



WAKEFIELD FOOD SfORE 



_AMT. REC'D. 



I 








1 








3 






/ 






^3 






/ 


/><^ 


/ 


^fe- , 




J7/ 


/ 














43 








S-O 


/ 














$o 


-t 








'/^-^■•-F^;^^^ ^^^^ 




30 






4 


II 




TAY «J 






MO 


TATH, 
(Mt^ In U.S. A.) 




4i 



PAYMENT TENDERED $15.50 




NAMC. 
ADDRESS 
SOLD SY. 



WAKEFIELD FOOD STORE 

DATF ^/^^4A^^ n 


















/-?• 


X 








' X 






4f 


I 














30 








xf 




^^^-^ 




/f 


_^ 








/ 






ISL. 


/ 






/? 








51* 


I? 




1 J/ 










0? 




TAY 


! 








1 ^ 


^^7 
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(Mid«tAU.S.A) 



PAYhlENT TENDERED $20 



2 00 



\ 



WAKEFIELD feoD STORE 




/" 




1 ^ 




/ 








(!; 








_^ 






/- 






A/, 








































sr 






AO 




u 






L 


TAV 




^7 


1 TOr.M. 1 






M 1 II 





WAKEFIELD FOOD STORE 

DATE 



HAMS. 




-1^ 



li2 



\ 



la. 



3± 



2± 





TAY ll 


2X 




TOTAL i 




01 




1 







PAYMENT TENDERE D _^10 
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WAKEFIELD FOOD SIDRE 



• 



N*Mr 1 -c L^ 

ADDRESS xtyyt.<l>tX-. <^^><^-<- y> -vv^ 



SOtO SY. 




^^^^ 



TAX 



B-IS 



TOTAT. 



(•."M* in U.S. A.) 
PAYMENT TENDERED? J5 



4l5 



k2^ 



NAMK. 



WAKEFIELD FOOD STORE 




SOU) sr. 




PAYMENT TEi^DERE D $40.50 



ERIC 
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JOB: SALES CLERK 



ERIC 



Performance Objective No. 3 # 

s 

Given 10 credit memo forms covering different types of merchandise, 
the student will be able to complete^ the forms with 95 percent 
accuracy. ^ 



Prerequisites . 

The student will have satisfactorily completed Performance 
Objective No. 2. ^ 



Materials Mnd/ or Eq uipment 

Ten credit memo fprms (instructor-prepared) 



Activities f or *Ferf ormance Objective No. 3 

• ^ 

1. Complete the 10 attached memo forms. ^ 

2. ^on s.^tisfactcry completion of Activity No. 1, ask the 
instructor for the Performance Objective No. 3 Test. 



' 2 02 
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PERFORMAisCE OBJECTIVE NO. 3 
ACTIVITY NO. 1 



INSTRUCTOR'S. KEY ^ 



/ 



STUDENT EXERCISEg" ^ CREDIT MEMORANDUMS / 
.. ' ' • /• 
You are employed by the /indio PajJer Company, Inc. In addition 
to selling -paper, youv compatiy also sells office supplies. 

Ten customers have returned merchandise to tt^^ Sales Depart- 
ment for ciredit. This merchandise may have been the wrong size or 
cplor, or it. may not have been in good condition upon arrival. 

Attached are 10 memo for^s\to be completed by you using the 
followihg instructions: 

1. Prepare a credit memo fortn for each customer by xnrjLting 
the information provided on the attached Credit Memo List 

; under the appropriate ^column headings • ^ 

2. Upon completion of eacK credit memo iorm, check the Com- 
pleted fprm to see if. fhe Information is the same as that 
on your Credit Memo tlst. 



. 203, 
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JOB: SALES CLERiC 
PERFORMANCE .OBJ^CTIVe NO. 3 
ACTIVITY NO, 1 



CREDIT MEMO LIST 



No. X 
To: 



Paul Cardozo 

9248 Overland Avenue 

Boise, ID B370:> 



Credit Memo No. : 1 
* ^^. Invoice No. : 1211 
Dace: January 2, 1975 



Sajes- Reprc-sencaU.ve: John L. fchisholm 



QUANTITY 



CATALOG 
NO*. 




UNIT 
PRICE 



AMOUNT 



008^ 



Easel and Pad 



15.00 . 



15.00 



TAX 
TOTAL 



.75 



. 15.75 



mxxxxxxxx^xxxmmx.xxxxxxxxxmxxxxxxxxx^ 



No. 2 



To: Goodman Cojnpany 
23 Terry Street 
" , Portland, OR 97204 

% Credit MQtao No.: 2 

Invoice No. : 1212 ^ 
,Date: January .2," 1975 

Sales Representative: Edward S^ Venterrs 



QUANTITY 



CATALOG 
NO. 



DESCRIPTION 



5 0101 • Desk large, floui^^cent 

2 0089 Desk file tray 



UNIT 
PRICE 



8.25 
3.50 



f 

AKOUNT 



41,25 
7.00 



TOTAL 
TAX^ 
TOTAL ^ 



48.25 
2.41 

3oT?5 



194 
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JOB: SALES CLERK 
PERFORMANCE JBJECTIVE NO. 3 
ACTIVITY NO. 1 



V To: 



CREDIT ME^O LIST Cont'd 



McClean Book Co. 
6995 Bannock Street 
Portland, OR 

Credit Memo No.: 3 
Invoice No.: 2213 
Date: January 8, 1975 



:5aies Representative: Charle.-> W. Foreman 



CATALi'G 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



iJ12o 



File, Rc^laway 



TAX 
TOTAL 



65,00 



65.00 

3.25 
. 68.25 



x:<x:c<vKxxxxxxxx>:m.xxxxxxm.x.x. 



No. /♦ 



7 



To: ,Gem Paper Conpany 
6490 Gem Street 
Reno, NT S950S 

Credit Mecco No.; 4 

Invoice No.: 231A 

Dnt. : |Fe|^riiary 10, 1975 

Sales Representative: Chance C. Kenobski 



oiViNTm' 



CATALCX; 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



Typist posture chairs 



54.25 



108.50 



Ti\X 
TOTAL 



5.43 
113.93 



195 



205 



I 



JOB: SALES CLERK 
PERFOmNCE OBJECTIVE N0% 3 
ACTIVITY KO. 1 
< 



CREDIT M£>10 LIST Cont'd 



No. 5 

To: Fashion Apparel 

2408 Region Street 
* SaciTamento, CA 95826 

Credit MemorKo. : si, 
Invoice I^o. : 3004 
Date: March 5, 1975 

Sales Representative: Benjamin Wister 



. CAXALix; 



w DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



I 



0134 



File, two-drawer 



125.00 



125.00 



0 



TAX 
TOTAL 



6.25 
131.25 



To: Babbitt Furs 

123 Beacou Avenue 
Sheridan, WY 82801 

Credit Memo No.: 6 
Invoice No.: 4216 
Date: April <10, 1975 

Sales Representative: Victor Sfcligman 



QUANTITY 



Ci\TALOG 
NO. 



DESCRIPTION 



3 0010 Boxes Folders, plastic 

2 0021 Boxes Dividers 



UNIT 
PRICE 



10.95 
6.85 



AMOUNT 



,32.8b 
13.70 



TOTAL 

TAX 

TOTi^L 



2.33 
48.88 



196 



2 )6 
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J<m: SALES CLERK 
PERFORMANCE OBJECTIVE .N'O. 3 
ACTIVITY NO. 1 



CREDIT MEMO LIST Cont'd 



No. 7 



To: Art Associates 

6240 Spring Str^iet 
Boise, ID 83701 

Credit Memo No. : 7 
Invoice .No.: 2218 
.;ur.t^ 12, 1975 

Salei> Representative: Kirby J. Anderson 



QUANTITY 



CATALOG 
NO. 



DESCRIPTION 



UNIT 
PRICE 



0024 



T-square and board 



14.00 



28.00 



TAX 
T0TAL 



1.40 
29.40 



XXXXXXXXXXXXX 



Ko. fi 



To: Ea^le Stationery 
b25 Bond Avenue 
Boise, ID 83701 » 

Credit Memo No.: 8 
Invoice ^'o. : 5218 
,Date: Novcnbcr 12, 1975 

Sales Representative: Harold Kloovcr 



QUANTITY 



CATALOG 
IIP. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



^ , 0050 Boxes tape, transparent 

^ 0054 Rubber bands 

3 0058 Thumb tacks 



TOTAL 

TAX 

TOTAL 



197 



8.95 
.30 
3.00 



26.85 
1.20 
9.00 

37^05 
1.8i 
38.90 
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JOB: SALES CLERK 
PERFORMANCE OBJECTIVE :;0. 3 
ACTIVITY NO. 1 

CREDIT MEMO LIST Cont'd 



ERIC 



No. 9 



To: Yucan Travel 
698 Tliorson 
Phoenix, AZ 85029 

Cr tid'*^ Meno No. : 9 
^ Invoice :;o.: 1219 
Date: January 15, 1975 

Sales Representative: Barton D. Dixon 



Q UANTITY 

1 
1 



CATALOG 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



^ COhl 
0022 



, Bookcase, Oak 
Globe 



TOTAL 

TAX 

TOTAL 



89,00 
23.68 



89.00 
23.68 

112.68 
5.63 
118.31 



No. 10 



\ 



To: ^vans Manufacturing 
23 TafC Street 
Mobile, AL 36610 

f, . 

' Credit Memo No.: 10 
Invoice No.: 26A8 
Date: January 15, 1975 

Sales Representative: Thomas Vanderbilt 



CATALOG 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



QUANTITY 
10 



0067 



Boxes 8 1/2 X 11 bond paper, 
White 



TAX ' 
TOTAL 



7.26 



72.60 

3.63 
76.23 



19.8 
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PERFORMANCE OBJECTIVE KO, 
ACTIVITY NO. 2 



INSTRUCTOR'S TEST KEY 



CREDIT MEMORANDUMS 

You are employed by the Indio Paper Company, Inc. In addition 
to soling paper, your company also sells office supplies. 

Ten customers have returned merchandise to the Sales Depart- 
ment for credit. This merchandise may have been the wrong size or 
color, or it may not have been in good^ condition upon arrival. 

Attached are 10 memo forms to be completed by you using the 
following instructions: ' * - 



1. 



2. 



Prepare a credit memc form for each customer by writin g 
the inforraatiort provided on the attached Credit Memo 
List under the app*-opriate column headings. 
Upon completion of each credit memo form, check the com- 
pleted form to see if the information is the same as that 
on your Credit Meno List. 
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m: SALES CLERR 

PERFOF^H.\:;CH imJECTIVE NU. 3 TEST ' 
AtilVm- NO. 2 



CREDIT LIST 

No, 1 

lo: Jean Sal vat ore 
22 Willow Street 
Boi^e, ID 63702 

s 

Credit ^-ieno No. : 1 
Invoice Nc.:tf 1121 
Date: January 1975 

.^alcs Hcprescatativt.': Juanita i^omuz 



CATALiV: 

QUANlirY ^l^ DESCRIPTION - 



UNIT 

PRICE AMOUNT 



22 14-Xv Staling machine ^^^5 



A. 65 



TAX " * ,14 

TOFxVL 



No, 2 



To: Thf Martin Company 
2212 3rd St;rcct 
AnJvrson, IN AbOll 

Credit Memo No. : 2 
Invoice No. : 1212 
Date: January 1975 

Sales^Rc|t)resentative: Charlene. Madison 



<r CATALOG UNIT 
QUANTITY* NO^ DESCRIPTION PRICE AMOUNT 

1 P0212 Art Cabinet 31.95 31.95 



TAX .96 
TOTAL 32.91 
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JJUi: SALES CLEKK 

l^LKiOK^'A^CE UUJEUIVt NO. 3 TEST 



CREDIT me:;o list 



To I Jolin Chadwick 

101 i)elco Street 
OvidT ID S'J^^^^' 

Credit Memo No. : 3 

Invoice No.: iO^O 

I);ite': January 14, 1975 
O 

bales Represent Jtive: Sean Kern 



CATALlX^ 
No. 



332-\ 



Rul ber Stamp 
Stamp Pad 



UNIT 
PRICE 



2.23 
.75 



AMOUNT 



2.23 
.75 



TUT/O. 

TAX 

TOTAL 



2.98 
.09 
3.07 



lo: 



Janes Evans 
bJ4 Clierry Laoe 
BoLse, ID 8370^ 



Credit Memo No. : 4 
Invoice No. : 1141 
DaXe: January 14, 1975 

Sales Representative: Eva Sclian 



QUANTm- 



CATALOG 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



X045 



Slide rules 
Rubber stamps 



6.25 
2.23 



37.50 
8.92 



TOT.\L 

TAX 

TOTAL 



46.42 
1.39 
47.81 
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JOB: SALES CLERK 

PERFORMANXE OBJECTIVE :;0. 3 TEST 

ACTIVITY NO. 2 



No. 5 



CREDIT MDIO LIST 



To: Cash and Carry, CoEPoany 
2Ul 26th Street 
Terra Haute, IN A7802 

Credit Mono No.: 5 
Invoice No.: lOSO 
Date: January 14, 1975 

Salui! Representative: John Weber. 



oUANTm 



CATALOG 



DESCRIPTION 



UNIX 
PRICE 



."AMOUNT 



2 pkgs. 



P0345 



Felt markers 



1.50 



TAX 
TOTAL 



3.00 ^ 

.09 
3.09 



xx.xxx\;;:cx:<xxxxxm:axxxx\.xxx 
1 « 



To: James Dean 

201 Spring Street 
Boise, ID 83702 

Credit Memo No.: 6 
Invoice ^'o.: 1122 
Date: January lA, 1975 

Sales Representative: Melvin Evans 



QUANTITY 



CATALOG 
NO. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



322 

323 



Swivel chairs 
Swivel stools 



TOTAL 

TAX 

TOTAL 



59.95 
31.20 



119.90 
62.40 

182.30 

187.77 
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i'Lrv'tMv>UNCt. i^iJJhClIVt No. J lest 



CREDIT MEMO LIST 

No. 7 

i 

K»: Rubcrt R^rcMscv 
II Main Street 
B'Usc, ID H3701 

Credit Memo N'o, : 7 
Invo ice N'o. : 111! 
* :>.itf : Imuary 1975 

^aK iici^rci^cntativtf: Vcrni; Schaffner 

C *j 

CAIALOi: * UNIT 
ir \M I ' KiK OESCRIPTIGN PRICE AMOUNT 

I PX 24 Dt^k file ^ 31.95 31.95 

TAX -96 
TOTAu 32.91 



[oi Cuarles Fibs 
201 Sv.i I.nnc 
M.insefield, OH 44903 

Credit Meco N'o. : 8 
Invoice Ko. : 1234 
Date: January 14, 1975 

Sale-^ Representative: Martin Larson 



CATALOC UNIT 
>] \\T?ri' ^AO. DESCRIPTION PRICE AMOUNT 

Z 96234 Attache' .cases * 18.15 3b. 30' 

TAX «A9 
TOTAL 3^.79 
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JOB: SALES CLERK 

PERFORMANCE OBJECTIVE NO. 3 TEST 

ACTIVm KU. 2 Cont'd 



CRrj)IT MEMO LIST 



No. 9 



To: Ijian^ Riley 

222 Pearl Lane 
Wirren, ID 83671 

•Credit >ieiflc N'.>. : 
Invoice No.. 1090 
Date: January i4, 1975 



Sale<: Representative 



Let? Seljik 



CATALOG 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



2U 



Shelf Cabinet Unit 



57.80 



Ti\X 
TOTAL 



57.80, 

1.73 
59.53 



No. 10' 



To: R. Budd 

88 Maple Drive 
Troy, ID 83871 

Credit Memo No.: 10 
Invoice No.: 1064 
Date: January lA, 1975 

Sales Representative: John Carson 



CATALOG 
QUANTITY NO'. 



DESCRIPTION 



UNIT 
PRICE 



AMOUNT 



22416 



Address books 



TAX 
TOTAL 



X.50 



7.50 

>23 
7.73 
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JOB: SALES CLERK 



Ferfomance Objective Ho. 4 



Given instructor and student-prepared materials, the student will 
demonstrate ability to stock shelves according to instructor- 
prepared instructions. 



Prerequisites 

The student will have satisfactorily completed Performance Objec- 
tive No. 3. 



Material s and/or Equipment 

Instructor-prepared exercises and instructions* 



Activities for Perfonaance Objective No, 4 

1, Complete the exercises under the direction and observation of 
the instructor. 
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JOB: SALES CLERK 



Perfonnance Objective No. 5 

Given instructor and student-prepared materials, the student will 
demonstrate ability to wrap and bag different types of merchandise 
according to instructions contained in the simulation kit. 



Prerequisites 

The student will have satisfactorily completed Performance 
Objective No. 4. 



Mater i? Is and/or Equipment 

The student will be responsible for obtaitiing wrapping paper, bags, 
and merchandise. . ^ 



Activities for Perfonnance Objective No. 5 

1. Using student's materials (wrapping paper, bags, and merchandise), 
the student will wrap and bag the merchandise quickly and 
efficiently, with the instructor observing, according to the 
attached instructions. 



I' 
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PERFORMANCE OBJECTIVES NO. 5 

ACTIVITY NO. 1 • i 

How to Wrap Packages for Parcel Post Shipments 

If the shipping carton is strong enough and properly i6ealed, 
it is not necessary to wrap it in paper. The carton may be tied 
with strong twine or rope. "If the shipping carton has printing on 
it or if it is not strong enough, wrap the carton in paper^ Heavy 
paper of good quality should be used. The tearing of the outer 
paper wrapper can cause the loss of the address or the return 
address, rendering the parcel undeliverable. 

WRAPPING MATERIALS 



^ SISAL TWIME 

(ACTUAL SIZE) 
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PERFORMANCE OBJECTIVE NO. 5 
ACTIVITY NO. 1 



HOW TO PAPER WRAP PACKAGES 





1. Place the carton 2. Wrap lengthwise 
on heavy paper. (Use tape to hold 

paper in place) 




3. Fold neatly 
at the 
corners 




4. Fold the corners 5. Secure with tape 




6. Loop strong 
cord arorfnd 
end of cyrton 





Pull tight and 
tie knot 



8. Repeat steps 6 and 
7. Loop cord at 
each intersection. 
Tie knot. 



9. Knot 
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PERFORMANCE OBJECTIVES NO. 5 
ACTIVITY NO, 1 

How to Select Packing Materials and Containers 

Select packing materials and containers that will protect <he 
goods so that they will- arrive in good condition, " 

1* Pre-packaged or boxed goods 

Many items, such as small appliances, toys, and gift items 
are pre-packaged in individual boxes. Each box should be 
sealed with gum tape so it will not open or break apart in 
shipping. 




Outer shipping containers are available for pre-packaged or 
boxed goods in sizes to hold 6, 12, 72, and lAA individual boxes. 
If the shipment does not call for the full number that the con- 
tainer holds, stuff the empty space with newspaper or other filling 
materials to prevent the boxes from moving about in the container* 



FILLER MATERIALS 
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PERFORMANCE OBJECTIVE NO. 5 
ACTIVITY NO- 1 ' 

f 

2. Loose Items 

• Wearing apparel should be folded neatly with cardboard or 
' tissue paper inserts to prevent wrinkling • Each article 

may be further protected by placing it in a paper or plastic 
bag. 



FOLDING WEARING APPAREL 




IB 



Close all 
buttons. 



(lni| 



Place front 
side down. 
Put ti^ue 
or cardboard 
in center. 



Fold sides 
to the* 
center over 
the tissue 
or cardboard, 



Place tissue 
or cardboard 
on garment. 



£1 



7 



Fold in half. 
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PERFOR^^ANCE OBJECTIVE NO* 5 
ACTIVITY NO* 1 



Loose items may be protected by wrapping each item in a protective 
covering and placing separators between ^tems*, or by placing f filer 
materials around the goods to protect thera* 



PACKING LOOSE ITEMS ^ 




Glass, china and other breakable items should be individually 
protected before being placed in a shipping container. Sepa- 
rator forms or specially designed protective packiiging may 
be used* 




PERFORMANCE OBJECTIVE NO. 5 
ACTIVITY NO. 1 

* » 

Scoifed sheet of 
. corrugated board' 




Flower container 
Glass t^pe 

Floral ajrrangemeat is taped to 
corrugate sheet, then assembly 
is slipped into container • 



How to Close Packages for Shipping . ^ 

Materials u^ed to close the packages are adhesive, metal 
stitches, wide crown staples,^ paper sealing tape or reinforced 
tape. Where adhesive is used, at least hSlf-of- the -package- 
should be glued firmly to insu e safety of th^ package in 
shipping. Heavy parcels and those of unusual length should 
be strengthiBned with metal bands or reinforced tape around 
the middle of the package. 





Paper sealing 
tape 



Reinforced 
tape 




Wide Crown 
staples 




Metal bands 




Metal 'Stitches 



' 232 



-242"* 



/ 



JOB: SALES CLERK 



Performance Objective No, 6 



Given 5 ins true tor-^prepared case histories concerning human rela- 
tionships, the student will analyze 4 of the case histories with 
95 percent accuracy. <i 



Prerequisites 

The student will have satisfactorily completed Performance 
Objective No. 5. 



Materials and/or Equipment 

\Ten instructor-prepared case histories 

\ 

=A : 



Activities for Performance Objective No. 6 



1. Analyze tTie case histories according to instructions. 

2, \Upon satisfactory completion of Project No. 1, ask the instruc- 
t>or for the Performance Objective No. 6 Test. 
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INSTRUCTOR'S KEY 
PERFOHMAKCE OBJECTIVE XO^ 6 EXERCISES FOR ACTIVITY KQ, 1 

Name 

Date 



Score 



The man who works at the counter next to yours and who does similar work 
is late at least once a w«2ek« This tarc'iness is overlooked since , 
efficient heln is hard to i^ot. He, however, asks you to help him 
catch up so he can leave at the end of the day. V?hat should you do? 

Someone is a'' ways tak'.iR uo a c<>l lection to buy a present for 
soireore in the store. You feel that these frequent collections are 
ty\ Imposition. Vhat should you do? 



l2 TV ^L^ ^ /^^^^^ ^^jl^J ) 7^ ^^^^^ ^^ ^ '^ -^^^ ^^^^ ^ 

•> ^ 
3. So-ne of the store employees take coffee breaks that last longer than 
the fifteen ninytes allowed. They usually ask you to stay longer, too. 
IChat should you do? 



4. A co-worker stops by your counter at every opportunity to chit. 
Your supervisor is beginning to notice, and you have work to do. 
What should you do? 



i Ty. A/ J *^» .J<^ ::hr- ^^t^ ^ K ^ ji^-^ JATli^ 
Jm^w^I^J^ y^,. ^.l^.^. J^t^ / ^^l^ ^y Ctd" ^A4.'n<^'- 

Fellow employees asked you to have lunch with them*the first day of 

your new job. They talked un!;indly about other people in the store. 

If you «ro asked to lunch with them again, what should you do? ' ^ ^ 

' . . -r J— • 
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INSTRUCTOR'S KEY 
PERFORMANCE OBJECTIVE NO. 6 TEST 



Name^ 
Date 



Score 



There are 25 |>eople in your department. Even though you have con- 
centrated on learning the names, you f*re still having difficulty 
after workingnwith these people for a month. What should you da? ' 



2. Yoi» have been working for a ^ear mid are entitled to a week's 
vacation with pay. The family plans a vacation in June, and your 
vacation has been approved for August. Other members in your family 
cannot change their plans. What should you do? ^ 



3. You have been working for the same company for several years, doing 
an efficient job and getting along well with the other employees. 
You have been passed over for promotion several times. IThat should 
you do? • * 

/ \ 

4. Mary,x a menber oF a minority race, has not been invited by fellow 
workers to participate in poffee break discussions. Mary is a shy 
person who hesitates to initiate friendships with her fellow workers. 
What shouid yoG do? ♦ 

5. The supervisor 4.S very^ demanding, ;tmpatient, and critizes all the 
clerks daily. What should you do? > 



. \ f^. 'uM-yZy^ ; .^^^-^ ^Cfp^ 
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TAXONOMY OF VERBS 'USED IN THE DIRECTIONS (TASKS) 

ACCOMPLISH - implement, effect, fulfiU^ to use mp;i«iirPK Mi;?t will 
ensure the carrying out of < 

ACKNOWLEDGE - admit, confess, to acknowledge facts or situations. 

. ACQUIRE - obtain, gain, procure, secure, to get possession of, 

ACTUATE - stimulating and maintaining of performance and effecting 
corrective measures 

ADAPT - adjust, alter, change, vary, to change to fit the situation 

ANALYZE - to determine the nature and itelationship of parts 

APPRAISE- inform, enlighten, notify, to impart information to make 
easier or faster the performance, of the work 

ARRANGE - putting into an order or system 

ASSEMBLE - gather, accumulate, amass, to bring together from more 
than one source 

_ ASSESS - evaluate, analyze, appraise, estimate, judge, rate, value, 
to determine the value of 

CHECK - to inspect for satisfactory condition 

CLARIFY - explain, elucidate^^-^terpret, rephrase, to make' something 
clear and understfandable 

COLLECT - securing data, supplies, or equipment 

COMPARE - examining in order to determine similarities and differ- 
^ ences- 

CONDUCT - escort, accompany, lead, to accompany for the purpose of 
guiding or as a mark of courtesy 

CONVERT - transform, to make a major change in 

CREATE - design, deviae, originate, to formulate a plaii or pattern 
to accomplish a desired objective 

DEMONSTRATE - show, illustrate, to point out in order to clarify 

DESCRIBE - narrate, recount, relate, report, to give an account of 
in an illustrative manner 

DESIGN - devise, draw, illustrate, invent, lay out, originate, to 
devise for a specific function 
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DEVISE - design, contrive, pUn, invent, to devise for a specific 
function 

DISTINGUISH - differentiate, discrimiaiate, to detennii,e distinctions 
by perceiving and evaluating differences 

DRAW - devise, design, illustrate, invent, lay^^out, originate, sketch, 
to "devise for a specific function 

ESTABLISH - initiate, inauguratti, institute, introduce, launch, to 
set going 

EVALUATE - analyze, appraise, assess, estimate, judge, rate, value to 
determine the value of 

FAMILIARIZE - orient, acquaint, direct, to acquaint an individual 
with the office environment 

FOLLOW - obey, comply, heed, to follow directions 

FORMULATE - design, create, devise, originate, to formulate a plan or 
pattern to accomplish the desired objective 

GATHER - accumulate, amass, assemble, to bring together from more " 
than one source ^ 

MODIFY - making changes 

OBTAIN - acquire, gain, procure, secure, to get possession of 
ORGANIZE - establishing the work environment ^ 

PERFORM - carry out, execute, to do what is provided for or required 

FOLt - canvass, solicit, to determine or seek* information by talking 
of a poll 

PREDICT - forec^ist, anticipate, prognosticate, project, to attempt ' 
to indicate future conditions 

PREVIEW - to make a preliminary survey for collecting information 

PROCURE - obtain, acquire, gain, secure, to get possession ^ 

RECEIVE - obtain, acquire, gain, procure, secure, to get possession.^ 

V \ 

RECOMMEND - suggest, advocateV urge, to offer something for consi- 
deratsdc 

' ■ * 

RECORD - placing l^a or information on paper, film, tapes, or other 



media 
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REGISTER - book, enter, log, to enter in a register 

REPORT - describe, narrate, recount, relate, to give an account of 
in an illustrative manner 

REVISE - amend, improve^ rearrange, revamp, streamline, update, to 
improve, amend, or update 

SEARCH - hunt, investigate, look for, probe, seek, to look for data 

SECURE - obtain, acquire, gain, procure, to ,gettpossession of 

SELECT - choose, discriminate, pick, s^^een, to choose from a number 
of things available 



tion ninutely 



SPECIFY - detail, enumerate, to give 
STORE - setting aside for future use 
SUBMIT - to give to another for consideration ^ 

TRACE copy, facsimile, keypunch, microfilm, photograp*h, Reproduce, 
typewrite, to make copies of by Hand or by the use of a ' 
typewriter or copying machine 
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